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Introduction 1
'Career is a journey,

not a destination"

Ask not 'What do you want to be when you
grow up?' but 'What do you want to be while
growing up?' Life and career are both a process.
We are always "growing up;" we arc always in-
volved in a career process. Ziggy reminds us of
that when he says:

'Don't take life too seriously; we're here
today and here tomorrow.'1

The notion of 'career as process' is basic to
reading this handbook. A career is not some-
thing an individual achieves, but something one
lives every day. The problem with asking what
an individual wants to be when one grows up is
that it is a focus only on the outcome. If the fo-
cus is only -..n the goal of reaching the top of the
career ladder, an individual may get there and
then ask, 'Is this all there is?' George Bernard
Shaw once said, "The only thing worse than not
getting what you want is getting it.'

This handbook will focus on the process of
career decision making. When reading Using
Labor Market Information for Career Decision
Making, you should put the accent on Using.
Labor market information is a tooL Decision
making is a tooL The process of using these
toois wisely is the theme of this handbook.

Using this process wisely will help individ-
uals avoid being trapped by their decisions or
misled by information while growing up. Suc-
cessful career counselors will help otherssee that
labor market and decision making information
are tools to be used in the continuous proceu of
career development and growth.

The persons who help others in the process

1 Ziggy, from comic strip by Tom Wilson.

of gathering, interpreting, understanding, and
applying information to the process of making
career decisions are the target audience of this
handbook. Obviously, this includes counselors
at all levels and career education specialists, but
this handbook is also directed at those individ-
uals who may be viewed as part of the career
development arena. These people include teat.h-
era in many subject areas, librarians who order
resources, set up displays, and help students find
information, and administrators at all le els who
work with advisory committees, plan career days
or supervise career projects. Job placement ape-
cialists, vocational aasessment personnel, job de-
velopers, and parents are also likely users. Many
people are involved in using labor market infor-
mation for career counseling.

USING THE HANDBOOK

This handbook uses the term 'counselor" as
' the helper' to represent counselors, career de-
velopment specialists, teachers, and others who
wrist students and clients in career exploration
or decision making. It uses the term 'client"
to represent the individual assisted by the coun-
selor. Many people help others in using labor
market information. This handbook is intended
to be used by anyone who provides assistance in
any setting: schools, colleges, government agen-
cies, and other organisations.

People seeking assistance, 'clients,' may
know nothing about the world of work. They
may have no ideas about 'what they want to be
when they grow up.' Others may have worked
for many years in many jobs and are already
grown up. This handbook is intended for either



situation. Any counselor working with clients
needs labor market information in career deci-
sion making. To aicv the process this handbook
is divided into seven parts:

1. Introduction
2. Career Decision Making
3. What is Labor Market Information and

How to Use It
4. Why Use Labor Market Information?
5. Where to Find Labor Market Information
6. Using What You Know
7. Appendices

The primary references used with this guide
are the Wisconsin Career Information System
products which include the Occupations Hand-
book, Occupations Digest, Education Handbook,
PREP, and the computer based components
such as Career Scan, School Scan, and Mi-
croSkills. Additional local, state and national
references are listed throughout the handbook.

Labor market information should be 'coun-
selor friendly' to be successful. That is, it
should help counsel I provide the best possible
guidance with the resources available. Thus, a
computer-assisted career guidance system, such
as the Wisconsin Career Information System, is
a valuable resource for some counselors. Other
counselors may have an abundance of counsel-
ing time in which they can help clients use la-
bor market information. Others may have lim-
ited client counseling time and find that the
WCIS Occupations Handbook provides an effi-
cient source of information. You can adapt this
handbook to the kind of client counseling time,
and resources you have.

Thus, labor market information resonrces
are ready. The handbook for Using Labor Mar-
ket Information for Career Decision Makinq is
ready. Now it is up to you. Are you ready?

DEVELOPMENTAL GUIDANCE

Developmental Guidance is a model pro-
gram designed for K-12 schools. It was devel-
oped by the Department of Public Instruction
and is currently being implemented throughout
the state. Labor market information is an im-
portant resource in implementing Developmen-
tal Guidance.

In viewing its relationship to labor market
informat -... note the scope of the Developmen-
tal Guidance program covers all the guidance
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knd career development needs of students K-12.
Labor market information is but one facet of the
information and resources used throughout the
program. Appendix B contains a brief descrip-
tion of Developmental Guidance. It also contains
a list of grade level competencies that can be
addressed by using labor market information for
career decision making. Persons working in ca-
reer development and career guidance at the el-
ementary and secondary level should review the
materials in Appendix B. Others may wish to re-
view it for general guidance competencies that
may be useful at the postsecondary and adult
level.



Career Decision Making:
Ready, Aim, Hire

"Our decisions are only
as good as our information'

One example of career decision making is il-
lustrated by Linus:

*I've decided to become a polled Here-
fo:.1 rancher. I'm writing to the Agricul-
ture Department because I think if you
belong to 4-H you're entitled to all the
cows you need to get started."

Linus's 'case' illustrates the need for hav-
ing good labor market information to make good
career decisions. It also illustrates the fact that
many clients already have information that is not
very good.

The realties of everyday career choices sug-
gest that there is a need to be filled. We've al-
ready heard Linus choose his career; now listen
to Hobart Foote, an auto plant utility man, in-
terviewed by btuds TerkeL

' I'm from Alabama, my wife and kids
are Hoosiers. I was gonna work for a
few years and buy a new car and head
back south. Well, I met the wife now
and that kinds chanrs my plans.

' I might've beel working in some small
factory down south or I might have
gone to Detroit where I worked be-
fore. Or else I mighta stuck on a farm
somewhere, just grubbing off a farm
somewhere. You never know what you
woulda did. You can't plan too far in
advance, 'cause there's always a stum-
blin' block.'3

2 Liam, from Peanuts cartoon by Charles
Schultz

3 Hobart Foote, from Working (1974) Avon, by
Studs Terkel, p. 233

3
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Hobart makes no careful matching of his
abilities and interee,s to job characteristics, no
attempt to implement a self-concept, no sequen-
tial progression through the phases of a process
of career choice. He not only fails to plan, he
does not think planning is possible. Not all ca.,-
reer counseling clients are like Linus or Hobart
Foote, of course. Some do know how to plan but
want help with a particular estumblin' block".
Others know they lack certain information and
want help finding it. Yet some remain who do
not know what they want.

Career counseling clients come in all 'shapes
and sizes'. They also come with a wide as-
sortment of facts, fantasies, fears, and future
scenarios about career development. How can
a career counselor help each client? Do short
clients need special labor market information?
Does it make a difference what facts or fears a
client possesses? W.::::::: Linus find happiness as
a rancher? SPould Hobart return to the farm?
This handbook will enable counselors to better
answer these kinds of questions.

Counselors also come in different *shapes
and sins'. There are at least two kinds of ca-
reer counselors. There are those who place a high
value on facts, logic, and systematic approaches.
'Just give me the facts, Ma'am.' And there are
those who highly value intuition, deeper under-
standing, and long-range thinking. 'What's the
reason behind these facts?' This handbook is
written for both types of counselors.

Part of this handbook is about labor market
information. 'The facts, Ma'am.' Another part
is about the process of career decision making.
'The reason for having and using these facts.'

10



When using labo. market information in career
decision making, you can't separate them into
convenient chapters. In career choosing and ca-
reer counseling, they're all mixed together. The
'facts type° counselor, interested in the prac-
tical, sensible, objective approach might prefer
to start with information. The 'reasons type'
counselor, interested in the intuitive, conceptual,
subjective approach might like to start with pro-
cess.

Since the handbook ir written for both types
but can't be written both ways, it's up to yva to
adapt accordingly. Always remember the when
collecting laboi market information and using it
in career decision making ...

there are different kinds of clients,

there are different kinds of counselors,

and, you can't separate the information
from the person cc the process.

SUCCESSFUL CAREER COUN-
SELING

'Information is a curious thing; it
doesn't work unless you do.'

Getting ready, taking aim, and being hired
is the logical, obvious sequence in the process of
career choice. However, we know that clients do
not always follow this sequence and don't all do
it at the same pace or with the same care. Have
you ever known a client who went °ready hire

aim'? Or, do you know the one who always
goes 'ready aim aim aim...*? Have you
ever counseled a Limn or Hobart Foote?

Adequate preparation and careful aiming
are more likely to lead to satisfactory hiring. But
some clients want and need a °quick job solu-
tion'. They do not have much time for readi-
ness and aiming. Other clients are interested
in careful researching, planning, and integrating
career counseling. Still others lack the career
maturity to make decisions or even internalise
the necessary information to formulate a deci-
sion. Regardless of how logical or how rapidly
clients go through the process, they will all use
information.

The role of the counselor is to help the
client use the appropriate process and use
information wisely. How is this done?

Recent studies of career and vocational
counseling have failed to fi' 1 different effects for

4

different theoretical treatments. That is, you can
not prove that one theory is better than another.

However, the research doer suggest that
there are four elements common to a variety
of theories and treatments used successfully by
counselors. These four elements are:

1. Providit.g the client with social support.

2. Giving pertinent information about alter-
native choices.

3. Helping the client to clarify personal ob-
jectives and potentials.

4. Encouraging the client to develop a sys-
tem to organise information in relation
to available alternative choices.

All of these elements are typical components
of the methods used not only by successful ca-
reer counselors, but also by marital c. .nselors,
health counselors, and other counselors who help
people make decisions.

The first element, providing the client with
social support, is the basic ingredient in any
successful helping relationship. Its importance
should never be underestimated. It is a basic
tool and an essential skill of every counselor.
'Don't leave home without it.'

Users of this handbook should always keep
in mind the importance of the client's need for
support. Clients can learn to use both the coun-
selor and other people in building a continuous
support network.

The other three elements of successful coun-
seling should remind career counselors that giv-
ing information (element #2) is not enough.
Helping the client see the relationship of infor-
mation to personal objectives (element #3) and
encouraging the client to learn how to organise
the information and objectives in a manner that
will lead to ea appropriate choice (element #4),
are necessary to complete the decision counsel-
ing cycle. It should be noted that not all people
ffvolved in career development and career coun-
reling will be able to carry out all four elements.

Career counseling involves information
both labor market information and other infor-
mation. It also involves peoplethe counselor,
the client, and other people for support and

4 Holland. J. I., Magoon, T. M. and Spokane,
A. R. 'Counseling Psychology: Career Interven-
tions, Research, and Theory' Annual Review of
Psychology 1981. Vol. 32, p. 285.
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knowledge. And it involve: proceudeciding
to do something.

Information: Essentially, there are two kinds
of career information:
1) Inside Informatioa: This information is

inside the decision maker. It reveals
goals, values, interests, abilities, and ex-
perience of the decision maker.

2) Outside Information: This information
informs the decision maker about the
world of work: occupational options, job
information, geographic, economic, sal.
social conditions.

People: While the client must make the final
decision, others have significant influence on
this decision. They include the career coun-
selor, family, and friends of the client.

Process: The process of deciding is an intellec-
tual and psychological sequence of activities.
It can be divided into three phases:
1) Acquire: Collect information about self

and environment.

2) Analyse: Explore the relationship of this
information with personal values, objec-
tives,and personal situation.

3) Act: Decide what to do and do iti

Information is important, even crucial, but
people also play a significant role in choosing a
career. Clients, counselors, and other people in
the life of the client can and do influence the
information, how it is acquired, and how it is
analysed. Other people even influence how a
client acts.

But the process of deciding may be most
important of all. All three phases of the process
(acquire, analyze, and act) involve information
and people. It is important for a client to learn to
acquire, analyse, ani act on information. That
determines not only how well he/she makes one
choice, but also how well he/she can make future
choices. Providing relevant labor market infor-
mation is necessary. Helping a client learn
how to collect, process and apply future
information for future decisions is the goal
of effective career counseling.

5

If we put together the three phases of the
process of career choosing and the last three el-
ements of the process of career counseling, it
would look like this:

The Process of Career Counseling
Acquire: Giving pertinent information

Analyze: Clarifying personal objectives and po-
tential

Act: Organising information into a choice

Effective counselors will help clients move
thoughtfully through alt phases of the process of
choosing a career or getting a job. Some clients
may be tempted to skip or rush the analysing
phase. Some counselors may be tempted to let
them.

Situational circumstances sometimes con-
trollable, sometimes not often determine how
a person will use the deciding process. One coun-
seling theory, °accident theory*, stresses the im-
portance of chance as a determinant of personal
opportunities for choice. Luck and fortune are
factors that operate directly or indirectly in ev-
ery individuars life. The degree to which they
operate as determinants or constraints in career
decision making, however, varies in each individ-
ual case. The goal of wise decision making
is to increase the decision maker's control
over his or her choices and outcomes.

There is more than one good way to decide.
There are many ways to use labor market in-
formation; situational circumstances often deter-
mine which way is best. A skillful decision maker
will know the 'complete, wise process° of us-
ing labor market information in career decisions.
And she/he will know when circumstances sug-
gest that a less than complete process is appro-
priate. Giving clients labor market information,
or even teaching them what it is and where to
get it, is only part of career counseling. Teaching
them how to use it wisely in their decisions is
the bottom line.

12



CAREER DECISION MAKING
FRAMEWORK

The following summary will provide a career
counseling framework for using labor market in-
formation in career decision making:

Career decision making involves: Information,
people, and process.
1. The information is of t-o kinds:

outside: about the environment (in-
cludes labor market information)

inside: about the decision maker

2. The people involved are: client, coun-
selor, and otherc.

3. The process has three phues:
Acquire-(Ready)
Analyse-(Aim)
Act-(Hiret)

Four elements of successful counseling

Provide support
Give information.
Clarify adectives
Develop a system of choice

6 13



What is Labor Market Information
and How is It Used? 3

'... information about the market
where labor occurs.'

If you had to choose one of the following
jobs, what job would you choose? (Numbers ii
( ) refer to the Occupations Handbook of
the Wisconsin Career Information System).

Tile -.Setter (6414A)
Coremaker (61361B)
Operating kligineer (8312A)
Cartographer (1644A)

You'd say you would like some information
first. Well, perhaps what you need is some labor
market information.

What do workers do in these jobs?
What skills or abilities do they need?
How many job opportunities are there?
Where are jobs located?
What salary are workers paid?
Where do I get training?

Put in its simplest tezms, labor market
information is information about the mar-
ket where labor occurswhere labor skills
are exchanged for wages. Information can
be descriptive (qualitative) or statistical
(quantitative). The key elements in the
labor market are the workers (labor re-
sources) and jobs (employment opportu-
nities).

Labor market information may be tied to a
specific geographical area, or, in the case of some
occupations, may de:tribe labor supply and de-
mand at the statewide or national levels. Gen-
eraliy, when labor market information pertains
to a geographical area, it is to a labor market
areathat is, an area within which workers may
change jobs without changing residence.

7

The following types of informaZba are in-
cluded in labor market information:

Occupational Descriptions

Wages, Hours, and Fringe Benefits
Local
Wisconsin
National

Employment Trends and Outlook
Local

Wisconsin
National

Method of Entry, Qualifications

Advancement Opportunities

Educational/Training Programs

Future Impact of Technology

Military Training and Employment

Type of Industry or Business

Educational Program Classification Systems

Occupational Classification Systeris Based
on Similarities in:

Work Performed
Interests

Occupational Characteria.lcs
Aptitudes
Industry Designation
Environmental Conditions
General Educational Development (GED)
Reasoning
Mathematics
Unfit'. p
Physical Demands
Specific Vocational Preparation (SVP)
Mimperaments
Work Fields (Work Methods)
Worker Functions (Data-People-Things)

1 4



OCCUPATIONAL DESCRIP-
TIONS

What is it? The terms occupational de-
scription and job description are frequently used
interchangeably even though the term job de-
scription technically refers to a narrow scope of
tasks or duties. An occupational description typ-
ically includes characteristics of several closely
related jobs.

Occupational descriptions are composed of
summary statements that reflect the tasks per-
formed in an occupation. What is done and how
it is done is clarified Occupational descriptions
usually contain or all of the following in
summary form.

What the worker does

How the work.' does it

A description of the physical and mental
activities required

Job duties by industry, type or sise of em-
ployer, and sise of firm

What they produce or accomplish

The husrds or environmental conditions
that are pre:0,A

The impact of technology on the work
tasks

The working relationship to other people

The degrte of specialisation and respon-
sibility

The tools, machines, and materials used

The alternate job titles used in some in-
dustries

How is it used? Occupational descriptions
contain information that allows decision makers
to visualise the work situation realistically, thus
increasing the chances of a better choice when
selecting an occupation.

The occupational descriptions can also help
those considering working in a general field to
narrow their choice to a more specific area, then
choose among jobs within that area.

The following is an occupational description
from the Wisconsin Career Information System
(WCIS). How many of the components of an oc-
cupational description can you identify?

8

Occupational Description (Operating Engineers
8312A)

Operating engineers run many of the heavy ma-
chines used in building projects. With bulldozers,
scrapers, and steam shovels, they dig foundations
for structures and make roadbeds. They use cranes
and derricks to erect steel beams or destroy build-
ings. Also, they may set up and maintain portable
generators, boilers, pumps and compressors. Some
machines are simple to run, but many are diffi-
cult. Some machines are simple to run, but many
are difficult. Operators run the machines by mov-
ing lever, handwheel, and pedal controls. Often,
all these controls must be moved at the same time.
They also control attachments like buckets, blades,
and swing booms. Operating engineers inut handle
these large, powerful machines with skill to avoid
damaging property or injuring other workers.

Engineers also maintain their machines to keep
them running well. Operating engineers may work
more or less than 40 hours per week, depending on
the season. Running the machines can be tiring.

Most operating engineers work for private con-
struction firms.

ADVANTAGES/DISADVANTAGES CITED BY
WORKERS

Operating engineers enjoy working outdoors.
Job security is good due to the demand for their
skills. They dislike the lack of steady, year-round
work. Working in cold weather le another disadvan-
tage.

RELATED TITLE

Heavy Equipment Operator

WAGES, HOURS, AND FRINGE
BENEFITS

What is it? The terms `wages,"salary,°
or °earning? are often used interchangeably.
They are stated in hourly, daily, weekly, month-
ly, and annual terms. The dollar figure used
in stating a wage rate usually does not include
fringe benefits, such as medical insurance, sick
leave, and paid vacations, which, if available, are
listed separately. Normal work week hours, usual
work schedule (days of the week), shift work, and
overtime pay are also covered.

Wage information is useful only when the
relevant factors associated with a particular
wage rate are known. For example, the amount

15



of experience or training needed to qualify for a
given salary rate would have to be known for the
information to have value.

How it is used: The earning potential for
an occupation is a prime consideration for many
in choosing an occupation. However, the type of
wage data required will vary, depending on the
decision being made at the time. For example, a
person inquiring about a particular job opening
would want accurate information regarding the
current wages being paid. On the other hand,
someone involved in long-range career planning
and studying several occupations would proba-
bly be more interested in the general earnings
potential for each occupation or the relative lev-
els of earnings between occupatSons.

Salary data for operating engineers (8312A)
is presented below. Does it provide the essential
information?

National Salary Range: 811.00 to 818.00 average per
hour

This range is based on union wages in urban
areas. Wages vary with type of equipment operated.

Salary Information in Wisconsin

Starting Salary: 65.50 to 69.00 per hour
Normal Salary Range: 88.00 to 216.00 per hour

Salaries will vary amording to the type of ma-
chine operated. Operating engineers are usually
union members, so they receive good fringe bene-
fits. Apprentices start at about half the union pay
scale. Layoffs do occur, so hourly darnings may not
indicate the amount of annual earnings.

EMPLOYMENT TRENDS AND
OUTLOOK

What hi it? Employment trend data in-
dicate past and current increase or decrease in
employment in an occupation or industry. Em-
ploYment outlook is an estimate of future em-
ployment. Underlying reasons for changes in em-
ployment trends and outlook are explained in the
outlook sections 4 the Wisconsin Career Infor-
mation System. Variations in supply and/or de-
mand for an occupation in one or more industries
is also included.

9

How is it used? Current employment
trend and outlook data can be important to ea-
reer decisions. Populu perceptions of the out-
look for any given occupation may be outdated.
That is, there may have been a surplus of job
seekers for a particular occupation. That may
no longer be true although the general public is
unaware of any change in the supply or demand
for workers. Investigation of current labor mar-
ket information would correct misconceptions.

Outlook information is described below.
Would it provide a clear picture of what is hap-
pening in this occupation?

Wends and Outlook (Operating Engineers
8312A)

Overall National Outlook: Air

Increased construction of factories and other
buildings, plus highway maintenance, will create
more jobs unless prolonged recessions occur.

Employment la Wieconsin
Number Employed in 1980: 5,790
Number Expected to be Employed in 1990:

6,450
Expected Openings 1980-1990: 2,000

Current Outlook: Limited

Long Range Outlook: Current outlook will improve

This I. a medium-sised occupation in Wisconsin.
Jobs are limited in many areas of the state. Experi-
enced persons will have the best chances for employ-
ment. Job opportunitift will fluctuate as economic
conditions affect con .uction activity. During eco-
nomic downturns, there usually are more jobs avail-
able in commercial construction and highway repair
then in home building.

Long-range predictions are based on current so-
cial and eCOII0111k trends. These could change.

Highway revenues, state spending for major con-
struction projects, and transportation costs deter-
mine the need for workers in this occupation. Inter-
est rates also affect new constraction projects, and
in turn, job opportunities. Federal funding for high-
ways and bridges also affects job outlook.

METHOD OF ENTRY/QUALIFI-
CATIONS

What is itT This section includes informs-
tion regarding employer hiring requirements, as
well as the education and training necessary to
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compete for jobs in an occupation. Specific infor-
mation consists of items such as experience, ed-
ucation, physical requirements, and state licens-
ing or certification. Personal interests and apti-
tudes important fce success on the job are also
included. Recommended high school courses,
part-time and summer employment, on-the-job
training, related military training, union appren-
ticeship, and hobbies are some of the more im-
portant items listed under training and educa-
tional requirements.

How is it used? This type of informa-
tion is vital in making plans to prepare for em-
ployment in an occupation. Long-range planning
must take into consideration any lengthy train-
ing or educational requirements for a job. Expe-
rience, hobbies, interests, and aptitudes can also
be valuable clues to whether a person has previ-
ously acquired skills that can be transferred to
an occupation.

A method of entry description follows. What
are the criteria for entry into this occupation?

Method of Entry (Operating Engineers 8213A)
Operating engineers begin as apprentices. The

Operating Engineer Apprenticeship Committee has
a training area in Co loon, Wisconsin. Apprentices
must be high school graduates, take an aptitude test
and Interview with the apprenticeship committee.

Experience in construction or in running heavy
machines I. helpful.

Some vocational schools offer programs which
may improve changes for finding jobs. Few employ-
ers will hire untrained help because of the risk of
damage to equipment or injury to workers caused
by poor handling of machines.

Most employers hire from eligibility lists. Oth-
ers may advertise in newspapers, hire walk-Ins, or
promote from within the company.

ADVANCEMENT OPPORTUNI-
TIES

What is it? This type of information in-
cludes description of advancement and promo-
tional opportunities in a field. It tells c.f jobs
from which and into which workers wry be pro-
moted, the difficulties or uncertainties of pro-
motion, sad the rate of promotion. Opportu-
nities for job improvemeh1 without promotion,
such as higher pay, wider span of authority, self-
employment, title or rank, professional standing,

`4_
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or relocation for more pay or prestige, are cov-
ered. Requirements for promotion, such as a
willingness to move, advanced degrees, or years
of service, as well as occupations to which work-
ers may tranafer, are also discussed.

How is it used? This information is in-
tended to provide a realistic lo-lt at promotional
opportunities and job improvement potential in
an occupation. It can help career planners elim-
inate misconceptions about jobs. Fbr example,
some jobs considered to be 'dead end' jobs can,
in fact, be stepping stones to better jobs. Skill
transferability is also an important concept, both
within an occupational area and between occu-
pational areas.

What can you learn about advancement op-
portunities from the description presented be-
low?

Advancement Opportunities (Operating Engi-
neers 8312A)

Advancement I. limited for operating engineers.
They may become supervisors but this may not bring
higher wages. Some start their own construction
firms.

EDUCATIONAL AND TRAIN-
ING PROGRAMS

What is it? This information prt es de-
scriptions of programs of study, and the .ocations
of institutions which offer them. Some include a
short description of the education/trabing pro-
gram (subject matter, length of course, keereq-
uisites (if any), the objectives of the cowl e, and
a description of the institution).

How is it used? Information about educe-
tion and training programs tell whether partic-
ular courses exist locally. The length of time
required to complete a course is also impor-
tant. Course prerequisites should be considered
in planning an educational program.

Educational information is presented below.
What additional sources would you recommend
a person use once they have looked at this?

Educational and 'Maligns Programs (Operat-
ing Engineers 8312A)
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Fbr vocational programs, see EDUCATION HAND-
BOOK: NO Heavy Equipment Ibchnology

Description of Program:
Heavy equipment technology programs prepare

mechanics to work on construction equipment, such
as bulldosers and earth movers. They maintain and
repair heavy diesel equipment.

Courses:
Course work could include diesel technology, re-

lated machine shop, industrial hydraulics and pneu-
matics, related welding, applied mathematics, and
applied science.

Schools Offering Program: (Exact program descrip-
tion, courses, and/or title may differ for these
schooLl.)
26 Wisconsin Operating Engineers Coloma

292 Gogebic Community College Ironwood, MI

FUTURE IMPACT OF TECH-
NOLOGY

What I. itT Technology is rapidly chang-
ing the world of work. Information about the
effects of specific technologies on jobs inlucdes
computerised lasers, fiber optics, and biotechni-
cal engineering. Changes in tasks and skill level
requirements are usually included as are chang-
ing responsibilities.

How I. it used? Technological informa-
tion is valuable in determining whether an occu-
pation will change significantly because of new
technologies. The advantages and disadvantages
of these changes can then be considered in career
decisions.

The high technology information from Wis-
consin Career Information aystem (WCIS) is
found in the 600 section of the OCCUPATIONS
HANDBOOK If a specific occupation is signifi-
cantly affected, a reference to that section may
be included in the OCCUPATIONS HANDBOOK
description. Ds example, 8312A Operating En-
gineers is referenced to the uluer technology'
area (640) for 'industry' (642).

MILITARY TRAINING AND
EMPLOYMENT

What I. it? Military labor market infor-
mation lists military occupations, the education
required when enlisting, the training provided
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and the branch of the armed services employ-
ing workers. Information about military occupa-
tions also identifies civilian counterparts. Gen-
der restrictions are indicated for combat- related
jobs. Required scores from the Armed Services
Vocational Aptitude Battery (ASVAB) are listed
for each military occupation.

The armed services are a signi,Lcant trainer
and employer of young adults. Thus, civilian la-
bor market information alone does not provide
a comprehensive base for making career deci-
sion% It is important to include military training
and career information especially about occupa-
tional areas with civilian counterpart jobs. Many
young people need to know about military op-
portunities for career training and employment.

How Is it used? Military information is
presented below as it appears in the Occupa-
tional Description for Operating Engineers in
(8312A).

MILITARY OCCUPATION NUMBER 299
Construction Equipment Operators

IMPORTANT: Actual work performed in the
military may be somewhat different from work per-
formed In civilian life, even for occupations with
identical titles. Be sure to compare the military and
civilian descriptions carefully.
SERVICES OFFERING OCCUPATION
Army, Navy, Air Rime, Marine Corps
RANK
Enlisted
RELATED CIVILIAN TITLES:
8312A Operating Engineers

MILITARY OCCUPATIONAL DESCRIPTION
Tbns of earth must be moved to build airfields,

roads, and dams. Construction equipment opera-
tors use bulldose-ri, cranes, graders, and other heavy
equipment used in military construction.

Construction equipment operators in the mili-
tary perform some or all of the following duties:

Drive bulldozers, roadgraders, and other heavy
equipment.
Lift and move steel and other heavy building
materials using winches, cranes, and hoists.
Pave roads, using concrete or asphalt paving
equipment.
Dig holes and trenches using power shovels.
Remove ice and snow from runways, roads, and
other areas, using scrapers and snow blowers.

Construction equipment operators work out-
doors in all kinds of weather conditions. They are
subject to loud noises and vibration..
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DEMANDS, ATTRIBUTES
Normal color vision is rsquired to identify col-

ored flap and stakes

Helpful attributes include:
Interest in sperating heavy construction equip-
ment

Preference for working outdoors

TRAINING INFORMATION
IMPORTANT: Some military training and ex-

perience may not be accepted by civilian employ-
ers. Little information is available concerning this
situation although problems in transferring training
and experience have been noted in many occupa-
tions. Likewise, the military does not automatically
accept civilian training and experience.

There are no special requirements for this occu-
pation.

Job training consists of between 8 and 9 weeks
of classroom instruction including practice operating
construction equipment. Course content typically
includes:

Operation of different types of construction
equipment

Maintenance and repair of equipment

Further training occurs on the job and thror.gh
advanced courses. The Army offers a certifier: ap-
prenticeship program for tale occupation.
OPPORTUNITIES/ADVANCEMENT

IMPORTANT: Because you are interested in a
military occupation does not mean you are qualified.
The military uses test scores (usually the ASVAB)
and current manpower needs to determine placement
in training. Further, unless guaranteed in writing,
acceptance for and successful completion of training
does not assure you will work in the occupation for
which you trained. Be sure to discuss this situation
with your recruiter.

The services have about 9500 construction
equipment operators. On average, they need about
1820 new construction equipment operators each
year. After job training, construction equipment
operators work as members of construction teams
under the direction of supervisors. They normally
gain experience by operating one piece of equipment.
With time, they have the opportunity to operate a
variety of equipment. Construction equipment oper-
ators have the opportunity to become construction
superintendents.

Civilian construction equipment operators work
for building contractors, state highway agencies, and
other large-scale construction firms They perform
duties similar to thou performed by construction
equipment operators in the military. Civilian con-
struction equipment operators also may be known as
operating engineers or heavy equipment operators.

ALTERNATIVE TITLES:
Opevating Engineers; Heavy Equipment Operators

SAMPLE MILITARY TITLES
Army: Heavy Construction Equipment Op-

orator
Navy: Equipment Operator, Thli'd to First

Class
Air Force: Construction Equipment Operator
Marine Corps: Engineer Equipment Operator

TYPE OF INDUSTRY OR BUSI-
NESS

What is it? Each type of industry
or buiness has a different working environ-
ment even though they may employ persons
in similar occupations. For example, a truck
driver who works for a moving and storage
company will usually have to load and un-
load the trucks by hand whereas an over-the-
road driver may not touch the freight. Like-
wise, the skills and work of a plumber will
vary coninderably between residential construc-
tion and industry. The type of industry or busi-
ness is a major influence on the specific job
skills that are most frequently used, the envi-
ronmental working conditions, pay and bene-
fits, and numerous other conditions of employ-
ment.

How is it used? Knowing the industry
or business in which an occupation is located
provides significant information to the client.
With this information on the operating condi-
tions within that industry and the products they
produce, tlie user can make more specific judg-
ments.
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EDUCATIONAL PROGRAM
CLASSIFICATION SYSTEM

What is it? Educational programs are or-
ganised in a system called the Classification
of Inatructional Programs. This structure
is often referred to as the CIP classification. It
organises all instructional programs at the high
school and post high school levels into a common
taxonomy.

How is it used? The Classification of In-
structional Programs is used at state and na-
tional levels to collect data on enrollments and
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graduates at various institutions and levels of ed-
ucation. Data on graduates is useful in career
planning since this represents the primary source
of labor supply for many occupations. Compar-
ing supply data with demand forecasts will en-
able a person to predict the likelihood of employ-
ment in a specific area of training.

OCCUPATIONAL CLASSIFICA-
TION SYSTEMS

What Is it? Occupational classification
systems use a variety of factors such as tasks
performed, skill level required, worker interests,
training requirements, the industries where work
is performed, and other characteristics. Occupa-
tional differences create the base for the classifi-
cation system.

How is it used? All systems use a struc-
tured methodology to assign a classification code
to an occupation or program. This system-
atic process is referred to as job analysis, in-
dustry analysis, or program analysis, depend-
ing upon the type of classification system be-
ing developed. These coding characteristics
can be used to relate one classification sys-
tem to another or to match the characteris-
tics of an individual with an occupation or pro-
gram. Classification systems make it possible
to draw comparisons between individual occupa-
tions and groups of occupations. Systems that
group occupations according to similar types of
work performed are useful in identifying skills
that are transferable from one occupation to
another. Other systems, which group occupa-
tions by instructional program areas, make it
possible to link vocational and educational pro-
grams tc. specific occupational training needs.
A system in which interests are the basis for
classification can be used by those who ex-
press an interest in certain kinds of activities,
even though they may have little work experi-
ence.

Some of the most commonly used occupa-
tional classification systems are listed below.

1. The Standard Occupational Classifi-
cation SOC

2. The Dictionary of Occupational Ti-
tles, Fourth Edition DOT

3. The Standard Industrial Classifica-
tion SIC (This classification system
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does not actually deal with octupations,
but rather is used to categorise industries
by their economic output. It is frequently
referred to when presenting employment
data by industry.)

4. The Census population (The Census
agonises occupations using a clawifica-
tion system compatible with the Stan-
dard Occupational Classification System.)

OCCUPATIONAL CHARAC-
TERISTICS

What is it? Occupational characteristics
are the identifying and descriptive factors t'Aat
are unique to a given occupation. The basis
for most occupational coding is the Dictionary
of Occupational Titles where over 12000 job ti-
tles are coded to twelve characteristic categories.
The Standard Occupational Classification Sys-
tem aggregates these 12000 job titles into slightly
over 700 occupational titles. The Census Popu-
lation system is closely aligned with the Stan-
dard Occupational Classification System. The
Standard Occupational Classification System is
used for Wisconsin Career Information System
(WCIS) and more recently, by the state and fed-
eral governments in collecting employment data.

How is it used? Characteristics are used
in the Wisconsin Career Information System to
describe an occupation in terms that are useful
in several ways. Since they are expressed in com-
mon terms, they allow comparison between oc-
cupations. Thus, occupations that share some
of the same or similar characteristics can be
grouped together to produce lists that are use-
ful in searching for occupations associated with
an individual's transferable skills. That is, skills
learned in one occupation or activity that may
be used in another.

Individuals may compare their own skills,
knowledge, interests, and abilities with those
called for by occupations they have an interest
in, thus improving lances for a better career
choice. libr example, the physical demands of an
occupation can be an important consideration
not only for persons who have a physical impair-
ment, but also for anyone who is unwilling or
unable to engage in certain physical activities,
such as lifting heavy objects continuously.

Similarly, the length of training time re-
quired for an occupation might be a determining
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factor for someone who needs an immediate in-
come to support a family.

The following is a list of coding character-
istics from the Wisconsin Career Information
System (WCIS) occupation Operating Engineer
(8312A). What do they tell you about the occu-
pation? How can you use them in counseling a
person about a career?

1 INTERESTS
6 Work with machines or equipment
7 Work primarily with tools or objects
8 Follow a set routine or one best way of doing

thinp
12 Evaluate people or products and make decisions
13 Structured: working on clearly defined tasks
16 Problem-Solving: Making decisions, often in-

volving pressure

16 ABILITIES
18 Numerical: Solve simple mathematical prob-

lems quickly and accurately
20 Spatial: Understand the relationship of solid ob-

jects to thaw on a fiat plane
21 Form Perception: Make visual comparisons be-

tween the shapes and details
23 Coordination: Work with your hands, fingers,

or feet easily, quickly, and accurately
24 Motor Coordination: Coordinate the move-

ments of your eyes, fingers, and hands while
working quickly and accurately

26 Manual Dexterity: Move your hands easily and
skillfully as you work with objects

27 Eye-Hand-not Coordination: Move hands and
feet in a coordinated manner as you react cor-
redly to what you see

30 PHYSICAL EFFORT
33 Much lifting or physical exertion
34 Lift up to 50 lbs., and carry up to 25 lbs.
38 Climb, balance, stoop, kneel, crouch, and crawl
37 Reach, handle, and touch
39 See clearly
41 Sit most of the time

50 OFFICE OF EDUCATION (OE) OCCUPA-
TIONAL CLUSTERS

54 Construction

70 DICTIONARY OF OCCUPATIONAL TITLES
(DOT) OCCUPATIONAL FAMILIES

78 Structural Work Occupations

80 DATA, PEOPLE, THINGS, IDEAS, INTER..
SSTS

81 Data: Working with numbers or facts
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83 Things: Operating machines, using tools, or
materials

84 Ideas: Using idea3 or knowledge

100 STANDARD OCCUPATIONAL CLASSIFI-
CATION (SOC) DIVISIONS

120 Transportation and material moving occupa-
tions

166 EDUCATION
168 High school diploma, or OLD.
169 Vocational Thining

176 YEARS OF POST-HIGH SCHOOL EDUCA-
TION AND TRAINING

177 Lees than four years of training beyond high
school

180 OUT-OF-SCHOOL TRAINING
181 Apprenticanip: A formal, paid program to

learn a craft or trade

190 OTHER QUALIFICATIONS REQUIRED
194 Union mombarship

199 WAGES AND SALARY
200 Minimum wage or more per hour
201 $11,000 or more a year (over $5.29 per hour)
202 $18,000 or more a year (over $8.65 per hour)
203 $25,000 or more a year (over $12.00 per hour)

210 URBAN OR RURAL JOB Sr"TINGS
211 Urban: Metropolitan areas and suburbs
212 Rural: Small towns and country areas

213 TRAVEL
215 Local travel and/or working at different job 41fes

daily, weekly, or monthly

226 WORKING CONDITIONS
227 Mostly outside

230 EXPOSURE TO UNPLEASANT WORKING
CONDITIONS

234 Noise and vibrations
235 liasardons conditions
237 Work week normal
240 Overtime normal
246 Overtime work often seasonal

270 GUIDE FOR OCCUPATIONAL EXPLO-
RATION (GOE) WORK AREAS

275 Mechanical

300 SCHOOL SUBJECTS OR INTERESTS
307 Industrial Arts: Drafting, graphic arts, metal

working, mechanics, construction, woodwork-
ing, electricity or electronics

330 FIZLD
$36 Industrial Production: Foundry work, machin-

ing, printing, and assembly
338 Scientific, Thchnical, Mechanical and Repair:

Mathematics, biological, chemical, and physical
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sciences, engineering and technology, and me-
chanics and repair

340 READING, WRITING, AND SPEAKING
AMITIES

341 READING LEVELS
343 Reading Level 2 Read simply written material

and learn job terms for: recipes, invokes, labels,
or rules

347 WRITING LEVELS
348 Writing Level 1 Little or no writing

353 SPEAKING LEVFLS
354 Speaking Level 1 Speak simple sentences for

questions and following instructions

370 OHIO VOCATIONAL INTEREST SURVEY
(OVIS) SCALES

372 Machine work

500 TYPE OF OCCUPATIONAL DESCRIPTIONS
503 Wisconsin and national information

575 HOLLAND THEMES
680 Realistic (primary)
683 Conventional (secondary)
590 Enterprising (tertiary)
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Why Use Labor Market 4
Information?

"Never ask a barber whether
you need a haircut"

Labor market information provides the user
with a career decision making tool. Using labor
market information makes an emotional process
more rational. Since labor re.:::-.1.-..4 information
is factual, it is a good placu for careei -lecision
making to start.

Labor market information provides the user
with career decision making tools. Labor market
information is factual and can thus make an emo-
tional process more rational. While individuals
have career fantasies, labor market information
is objective. Job data may give hope or cause
discouragement, but it also balances the deci-
sion making process. Even if a client pursues an
unlikely goal, it will be done with greater under-
standing of the occupation.

In choosing among career options, an indi-
vidual may need to compare similar kinds of in-
formation. Imagine that a person needing a job
is told he/she could have any one of the following
three jobs:

1) Cartographer 1644A
2) Operating Engineer 8312A
3) Coremaker 6861B

The individual might well begin by compar-
ing the three occupational descriptions. Sup-
posing all looked equally appealing, he or she
would perhaps compare salary ranges next. On
the other hand, if the person had recently been
phased out of an obsolete job, employment
trends might instead be the prime consideration
in choosing a new position.

Thus, different individuals, given the same
options, might very well set different criteria
in deciding among the positions. How would you

rank the following types of labor market infor-
mation in choosing among the three jobs?

0 Job Description
0 Preparation and Training Required
0 Occupational Characteristics
0 Wages, Hours, Benefits
0 Current Openings for Jobs
0 Employment Trends

Labor market information gives direction to
the decision maker, but this direction is com-
monly influenced by the person's situation, back-
ground, and values. Thus, effective career coun-
seling requires that the counselor know as much
as possible about the client. If counselors and
clients pool their insights about labor market in-
formation and the decision maker, a wise career
decision could result.

Good career counseling will help clients
see the relationship between factual informa-
tion and the beholder's values, beliefs, previous
knowledge, and experience. Information that is
deemed valuable depends on these characteris-
tics. If a client changes any of these characteris-
tics, the value of the information would change
too.
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Compare the following samples of dispos-
e" nate labor market information.

1) From WCIS OCCUPATION HANDBOOK -
News Vendor (Occupation 4365)

News vendors sell newspapers. Some sell news-
papers to customers on the street or from newspaper
stands. Others sell and deliver newspapers door-to-
door along an assigned route or in a neighborhood.
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These workers may walk or ride a bicycle to deliver
newspapers. They collect payments for newspapers
and return change. Some also keep records of cum-
tomer accounts. Many of these jobs require early
morning, evening, or night work. They also may re-
quire weekend and holiday work.

Work locations include newspaper companies,
newspaper stands, and self-employment.

2) From Career and Labor Market information:
Key to Individsal Decision Making, a tongue-in-
cheek job vignette by Edward Gross, page 9.

"Key persons in the role set of a newspaper car-
rier include the following:

'The customer. Customers like to receive
their newspapers in a convenient place, unaffected
by rain, snow, or wind. They can rarely tolerate a
delay in delivery longer than ten minutes off one's
usual time. All of them desire that the newspaper
carrier shall stay off the grass, stay out of the flower
gardens, and indeed, would prefer that he/she not
step on the property at all. Should the newspaper
carrier be bitten by the customer's dog, the customer
is likely to blame the newspaper carrier for upsehIng
the dog.

"Non-customers. Other persons may also give
the newspaper carrier trouble since they object to
his/her taking shortcuts across their property. They
also have dogs.

'The superior. This individual tries to main-
tain the fiction that the newspaper carrier is an in-
dependent business person. Therefore, he/she has
periodic meetings in order to 'counsel' them in their
business activities. His/her pep talks are frequent
and must be endured.

*Other carriers. One occasionally encounters
persons who carry newspapers for competing com-
panies (or even of the same company) who attempt
to take away one's subscribers.°

Here is another example closer to home:

1) From WCIS Counselors (Occupation 2400A).

Counselors help people deal with social and
emotional problems. They interview, test, and coun-
sel clients over a period of time.

Counselors usually specialise in one of two ar-
eas. School counselors help students with social and
emotional problems. They may help students recog-
nise their interests and abilities so they can decide on
further education or training. College career plan-
ning and placement counselors help students decide
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on careers. They bring employers to their campuses
so students can interview for jobs.

Counselors are employed in a variety of places,
including public schools and colleges.

Counselors spend most of their time In office
talking to clients and writing reports. They gener-
ally work 40-50 hours a week. They may occasionally
work irregular hours.

2) Fill in your own emotional description of what it
is like to be a school/college counselor, or a rehabil-
itation counselor, or whatever you are:

(What do you feel I. left out of the %I'M de-
scription?)

BIAS AND BARRIERS

I am biased; labor market information is notl
People are not neutral, dispassionate or unbi-
ased; labor market information is. Fortunately,
labor market information is not just impressions
inside a client's head or heart. Accurate, reli-
able, relevant, qualitative, and quantitative la-
bor market information does exist. It is also
readily available to counselon and clients. This
kind of labor market information, or the absence
of it, can make a big difference in the success of
career choices.

Adding this rich resource to the
repertoire of a career counselor
can contribute to increased coun-
'sling success. Objective, qualita-
tive, and quantitative labor market
information helps a client round
out his/her knowledge about a ca-
reer choice. It adds facts to Im-
pressions. It provides some infor-
mation not otherwise available. It
helps to counteract biased or inac-
curate perceptions.
You would not ask a car salesperson if you

need a new car or a barber if you need a haircut.
Career information given to you by some sources
is, at best, subjective and one-sided. The zat-
alog for °Standard University,' the brochure
of the °Honeymoon Hotel,' and the career
opportunity pamphlet distributed by "Ili-tech
Spectrice are similar in one way: they were
all duigned to promote themselves, not assist in
counseling clients. They are more interested in
promotion than in career decision making! They
all provide uneful career information for decision
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making, but are insufficient, even misleading, if
used alone.

What are some of the barriers that keep
some counselors from using information about
the labor market? "It's dull; it's ont of date;
it's irrelevant; its organisation is complicated; it
doesn't motivate.' Or, 'I don't feel comfortable
using it because I'm not that familiar with com-
puters or printed documents.' Frequently, the
most serious limitations are the ones we impose
on ourselves and our clients or the barriers clients
impose on themselves. One of the best ways to
overcome these barriers is to become more famil-
iar with labor market information, and to use it.

EVERYONE HAS LABOR MAR-
KET INFORMATION

Obviously, clients already have some labor
market information. Everyone does. We read
about jobs, have friends in various occupations,
watch television where many careers can be seen,
and use our own observations from direct expe-
rience. We collect information about what cer-
tain jobs are like when we do grocery shopping,
attend a Fofessional football game, go to a con-
cert, travel in a plane, or have our cars repaired.
This is qualitative information, more like impres-
sions of the skills, aptitudes, interests, and train-
ing required in various jobs. We also get a feel-
ing about how much we would enjoy doing such
a job. We sometimes make evaluations from our
impressions: could never do that;"It would
be impossible to get a job like that;" or 'That
job probably pays a lot of money.'

These impressions are all useful types of la-
bor market information for career decision mak-
ing. However, they may be incomplete, some-
times inaccurate, and perhaps irrelevant. La-
bor market information impressions are influen-
tial in career decision making, but often at an
unconscious level. They may not ne explored
wisely. Thud unconscious beliefs are part of ev-
ery client's career deadon making. Counselors
should assist clients in learning how they affect
decisions.

At this point, it is important to remind our-
selves of the relationship between labor market
information and all other information. For ex-
ample, a client believes that he/she is not good
with numbers. He/she may not look up cer-
tain occupations because of this belief. Labor

market impressions such as observing the check-
out clerks in grocery stores together with a self-
assessment may lead the client to conclude that
he/she cannot do the job of grocery store clerk.
He/she may get a different impression reading
the Wisconsin Career Information System joo
description for cshier-checker (4364B). It shows
that cashiers need to be able to count, fill out
forms, keep some records, and remember changes
in prices. It requires relatively little actual math
skill.

OCCUPATIONAL DESCRIPTION

Cashier/checkers figure the amount of a cus-
tomer's purchase on a cash register. In some stores,
they hold the products over a laser. The laser reads
the Universal Product Code and enters the price in
the cash register's computer. Cashiers receive pay-
ment for the purchases, make change, and give re-
ceipts. Cashiers fill out charge forms for credit card
sales. They get managers to approve customer's
checks.

Cashiers keep records of each sale so that ac-
counts can be balanced at the end of the day.
They often review price sheets to note changes. In
some stores, they receive coupons and give credit
for them. Sometimes they give trading stamps.
Cashiers also handle customer complaints and re-
turns or exchanges of merchandise. Often, they help
bag or wrap purchases. When away from the cash
register, they may mark prices, stock shelves, or set
up displays.

Cashiers/checkers work in retail stores such as
supermarkets, drug stores, and department stores.

Most cashiers work part-time or split shifts.
Full-time cashiers work about 40 hours per week.
They often work nights, and may have to work week-
ends and holidays. Most work is done while stand-
ing.
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Another client knows about the cold weather
and tornado threat in a certain geographic area.
He also knows that his wife would never live
there. Because of this 'outside information' he
rejects all labor market information related to
that geographic area.

All information in career decision making is
complicated by the interrelationships of values,
beliefs, attitudes, biases, impressions, and other
information. This creates an additional problem
for the counselor because he/she may not know
very much about the unique character of each
client. When using labor market information in
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career decision making, the counselor should al-
ways keep this in mind and attempt to dircover
more about clients' unknown personal factors.

INFORMOLTION VS. VALUES

Which is most important in career decision
makinginformation or values? Which should
career counselors deal with first? People are dif-
ferent because they have different values. People
are also different because they have different in-
formation. People also might have different val-
ues if they had different information.

Your values and beliefs influence your infor-
mation ani experiences and how you evaluate it.
But new buormation and experiences can change
your beliefs and values.

Values determine the Information that
is important.

Information influences values.
So when we try to isolate labor market in-

formation in career decision making, we should
always remember this interrelatedness.

Decision making can be a pro-
cess of discovering goals u well as
achieving them.

GETTING YOUR LABOR TO
MARKET

We have defined labor market information
as information about the market where labor is
exchanged for wages. It includes descriptive and
statistical information about workers and jobs.
We have shown how values and information can-
not be separated. The reason for using labor
market information in career decision making is
to improve a client's chances of finding a job
in the labor market that °pays off* in terms of
wages and values.

20

,
Acquire Ching pertinent information

Ana4 re Ciarif;.mg perional °Weikel
and potential

Act Orminiring information Mto a
choice

'Phe Process of Career Decision Making
Involves:
Phase I Acquire °Get Ready' Collect
Phase II Analyse "Aim' Clarify
Phase III Act 'Hire' Commit

The three phases are not precise or totally
independent. It is helpful, however, to think of
them as sequentita in relation to the information.
Phase I Collect it
Phase II Relate it to your situation
Phase III Use it to decide

In order to use labor msrket information,
you need to have it, know how it relates to your
situation, and be able to apply it to each choice.
Therefore, the three phases of the process are
repeated endlessly in career decision making.
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Where to Find Labor 5
Market Information

13
E2

Labor market information is all around us.
Each of us can readily think of labor market
information sources such as the Wisconsin Ca-
reer Informgion System, (specifically the occu-
pation and education files and/or handbooks),
the federal Occupational Outlook Handbook, and
the Wisconsin Occupational Projectisns to 1990.
While the Wisconsin Career Inform lion System
is a comprehensive source of local, state, and
national data, many local information sources
are readily available to supplement this source.
First, look at the information in the Wiscon-
sin Career II...formation System. Then look at
sources such as the local newspapers, radio and
T.V. news programs, magasines, government re-
ports, and penonal contacts in the community.
Labor market information surrounds us every
day as we talk about a new business, layoffs at
a plant, a hot new service or a product that is
sweeping the country, or technologies that alter
the demand for products or services.

WISCONSIN CAREER INFOR-
MATION SYSTEM

The Wisconsin Career Information System is
a consortium of providers and users of occupa-
tional, educational, and other career resources.
It operates on user fees paid by members and is
housed at the Vocational Studies Cegter, School

of Educaii'...g, University of WisconsinMadison.
It is recognised by the State of Wisconsin and
its agencies as the primary deliverer of labor
market information for schools and agencies in
the state. WCY43 gathers information from many
sources. The data is analysed and re-ordered
to create attractive, accessible career planning
resources. Components of WCIS contain the fol-
lowing kinds of labor market information:
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1. Occupational Information
a. National information on over 700 re-

hiked titles which encompass all work
activities in U.S. society

b. State information on approximately
450 titles including a detailed descrip-
tion, worker perceptions, method of
entry, state outlook, regional outlook,
salary, and sources for more informa-
tion

2. Education Informatien
a. Descriptions of 772 college and voca-

tional programs
b. Detailed information on 57 public and

private colleges and universities in
Wisconsin, 40 schools in nearby states,
and 31 specialty colleges throughout
the U.S.

c. Detailed information on over 150 in-
stitutions offering vocational training
in Wigonsin

3. High Technology Information
a. General information on critical high

technology areas
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3. High Technology Information (cont'd)
b. Specific information on affected work

areas and skills necessary for people to
prepare for technology

c. Direct references to occupations ex-
pected to be most infiuenced

4. Other Information
a. A detailed, 24-page newsprint descrip-

tion of financial aids prcarams for
Wisconsin residents

b. Descriptions of 650 item which di-
rectly relate to the world of education
and work, and which can be used by
professionals to aid instruction

5. Integrated Information
a. The full-system laimecomputer ver-

sion contains aver 1,500 occupational
and educational characteristics which
are available to users for search of she
various data files.

b. All occupational titles are presented
within a structure relating each title
to others in the system.

c. Occupational titles are cross-refer-
enced to appropriate college and voca-
tional programs by name, and to high
technology areas expected to have an
effect upon them.

6. National Search Propams
A search procedure to access over 1400
universities and colleges in the U.S.

--t

LOCAL SOURCES

Althougl. local labor market information
may be of the most useful for career decision
making, most available published reports pro-
vide information at the state or nationa! level.
Thus, career counselors must find methods of ob-
taining local labor market information through
local channels in addition to the usual state and
federal sources.

As we have pointed out, the Wisconsin Ca-
reer Information System is a fundamental source
of natioaal, state, and regional labor market in-
formation. To supplement this at the local level,
counselors must find methods of interfacing with
local sources. This interface will vary cowlick
ably from one area to another. Sources that have
been used are listed below. Some will be used in
my geographical area. It is hoped that the list
will suggest other sources that the reader can
find locally.

Area labor market analysts at Job Service
Offices may have information about local
areas throughout the state.

Employment counselors in Job Service of-
fices are a valuable source of local labor
market information.

Annual planning information reports for
local areas may provide some informa-
tion.

The Labor Market Bulletin for all ma-
jor metropolitan areas gives employment
data.

Projections of Employment by Industry
and Occupation for various metropolitan
areas, groups of counties, or individual
countie should be checked.

Local newspapers, especial. the business
sections, often contain articles on new or
expanding firms, firms going out of busi-
ness, and local economic trends.

Local Chamfers of Commerce often
maintain lists of emuloyers classified by
industry. They are slim a source for fu-
ture trends and new employment oppor-
tunities.

Small Business Administration offices
have information on the number and
kinds of new businesses that have applied
for assistance.
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Local branches of major companies of-
ten have community affairs or public rela-
tions representatives who have extensive
information about their own companies.

Local chapters of trade unions, profes-
sional organisations, and trade associa-
tions have employment data on occupa-
tions within their own fields.

Business magasines, particularly those
that focus on Wisconsin business, publish
lists of the leading Wisconsin companies
annually.

JTPA Service Delivery Areas conduct la-
bor market studies to establish the need
for training programs. They often have
staff who are very knowledgeable about
the local labor market.

Organisations, such as the Urban League,
work for equal opportimity through train-
ing and employment programs, and
gather information for their needs.

Local vocational and technical institu-
tions and four-year college placement cen-
ters are another potential source of local
data.

Economic reports published by financial
institutions may be helpful

Local joint apprenticeship committees
know the demand kr new workers in ap-
prenticeable trades.

Special regional and area studies done by
various organisations should be identified
and examined.

There are numerous ways in which sources of
local labor market information can be acquired
through the development of relationships with
local organisations. A few of the ways this might
be accomplished are:

Develop a communications/information ex-
change 'network' with other counselors. In-
clude those who work with the Job Training
Partnership Act (ITPA), ko Service Office,
Chamber of Commerce, unions, private in-
dustry councils, economic development of-
fices, local newspapers, and educational in-
stitutions.

Visit public agencies and private businesses
to learn first hand about their needs. Try
to establish working relationships with their
personnel offices.
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Help in organising and staging a local 'job
fair' in which employers are invited to
give presentations about career opportuni-
ties within their organisations.

Conduct phone or mail surveys to obtain
information regarding projected job open-
ings, applicant supply, training require-
ments, etc., directly from employers. Be.
fore doing this, check with the local Job Ser-
vice Office and your JTPA Service Delivery
Area to be sure it has not already been done.
If possible, form a partnership with public
or private organisation, that have similar
needs.

Promote the establishment of citisen advi-
sory committees made up of representatives
from both the public and private sectors, to
help counseling departmeni'm better serve the
community.

Establish and maintain an in-house reference
library for labor market information, either
within the office or, if that is not possible,
at the district level.

Establish a job club in which individual job
seekers form a group to assist each other in
obtaining jobs.

STATE AND NATIONAL
SOURCES

Sometimes the information provided through
local sources and the Wisconsin Career Informa-
tion System may not be enough to solve your
problems. Where do you go, then? There are
a large number of specialised state and national
data sources available. Some of these are used
to develop the information provided in the Wis-
consin Career InfornIntion System. Others are
unique information sources dealing with special
user populations.

For example, information on women in the
labor force can be found in a publication by that
title published by the Wisconsin Department of
Industry, Labor and Human Relations. Wiscon-
sin data on the occupations of white male heads
of households can be found in the Census of Pop-
ulation. To assist the counselor in identifying
and locating some of these information sources,
an annotated list follows. This list covers la-
bor market information as well as other career
counseling resources. The list is alphabetised
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by the first significant word. The contents of
each product or source is briefly described. The
address for ordering these resources is included
when it is available. Many state and federal pub-
lications are free; however, there is a charge for
GPO (Government Printing Office) publications
as there is for commercial publications. Cost in-
formation is given if known.

Wisconsin Sources
ABC's of LMI, an Introduction to Labor
Market Concepts. 1983. This report is an
introduction to labor market concepts. it de-
scribes how labor markets operate and provides
information about labor market.. Available
from Job Service Library, Wisconsin Depart-
ment of Industry, Labor and Human Relations,
PO Box 7944, Madison, WI 53707. Eve.

American Indians is Wisconsin, 1980: Ref-
erence Tables. Bruce A. Christenson, Nancy
J. Kanaski, David J. Landry, and Doris P.
Slesinger. Population Series 80-4. Septem-
ber, 1985. Available from the Applied *Popula-
tion Laboratory, Department of }mai Sociology,
University of Wisconsin-Exteuial, 1450 Linden
Drive, Madison, WI 53706. $5.00.

Children of Migrant Agricultural Workers in
Wisconsin. Eleanor Cautley, Doris P. Slbsinger,
and Pilar Parrs. September, 1985. Avail-
able from the Applied Population Laboratory,
Department of Rural Sociology, University of
Wisconsin-Extension, 1450 Linden Drive, Madi-
son, WI 53706. $5.00.

County Business Patterns, Wisconsin. U.S.
Bureau of the Census. Employment by industry
by county. Published annually. Available from
the Government Bookstore, 517 East Wiscon-
sin Avenue, Room 190, Milwaukee, WI 53403.
$5.50.

County Commuting Patterns. A graphic dis-
play of commuting patterns to and from each
county. Taken from 1980 Census of Population,
1984. Available from the Government Book-
store, 517 East Wisconsin Avenue, Room 190,
Milwaukee, WI 53403. $4.50.

Education Handbook. Provided annually by
the Wisconsin Career Information System. This
handbook contains information on programs of
study and the schools that offer them. Over 700
vocational and college programs are detailed. In-
formation on Wisconsin's vocational schools and
colleges is also presented along with descriptions

of selected schools from : joining states. This
book provides a comprehensive source of infor-
mation on education and training in Wisconsin
and bordering states. Available to consortium
members. Contact the Wisconsin Career Infor-
mation System for fees and publication costs at
1025 West Johnson, 1078 Educational Sciences
Building, Madison, WI 53706. (608) 263-2725.

Employment Review. A series of narrative
and tabular summaries on employment and un-
employment in specific areas, comparisons with
past trends, labor demand and supply rels-
tionships, a report on training activities, and
the outlook for each area. Available from lo-
cal Job Service offices or the Job Service Li-
brary, Wisconsin Department of Industry, Labor
and Human Relationa, P.O. Box 7944, Madison,
WI 53707. Pree.

Hispanics in Wisconsin, 1980: A Chart-
book. Elia Buurto, Doris P. Sleainger, and
Eleanor Csutley. Population Series 80-5. De-
cember, 1985. Available from the Applied Pop-
ulation Laboratory, Department of Rural Soci-
ology, University of Wisconsin-Extension, 1450
Linden Drive, Madison, WI 53706. $5.00.

How Labor Markets Operate. Charts and de-
scriptions of the workings of the Labor Mar-
ket. 1983. Available from the Job Service Li-
brary, Wieconsin Department of Industey, Labor
and Human Relations, PO Box 7944, Madison,
WI 53707. Plu.
Kids's School. An update on the demograph-
ics of children and their impact on our schools.
Available from the Wisconsin State Data Cen-
ter, Demographic Services Center, Department
of Administration, 101 South Webster Street,
6th Floor, Madison, WI 53702. Free.

Labor Market Information, An Analysis.
1984. A brief description of how labor market
statistics describe the labor force. Includes defi-
nition of key terms and concepts, and gives short
list of Wisconsin LMI publications. Available
from the Job Service Library, Wisconsin Depart-
ment of Industry, Labor and Human Relations,
PO Box 7944, Madison, WI 53707. Au.
Labor Market Information, An Annotated
Directory of Publications. Department of In-
dustry, Labor and Human Relations, Madison,
Wieconsin. 1984. Available from the Job Service
Library, Wisconsin Department of Industry, La-
bor and Human Relations, PO Box 7944, Madi-
son, WI 53707. Five.
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Labor Force Market Information in an An-
notated Directory. Revised Annually. Wiscon-
sin Department of Industry, Labor and Human
Relations. Available from the Job Service Li-
brary, Wisconsin Department of Industry, Labor
and Human Relations, PO Box 7944, Madison,
WI 53707. Free.

LMI Glossary: Terms Used in Labor Mar-
ket Analysis. 1983. This glossary includes the
terms commonly used in labor market analysis
and in published reports of statistics and labor
market information. An alphabetical index is
included. Available from the Job Service Li-
brary, Wisconsin Department of Industry, Labor
and Human Relations, PO Box 7944, Madison,
WI 53707. Free.

Occupations Digest. Prepared biannually by
the Wisconsin Career Information System. The
Occupations Digest includes descriptive informa-
tion on 400 occupations and is written at the
fifth grade level. This book may also be used
with individuals who have a lvw reading level. It
is intended as a career exploration reeource. It is
designed so that persons seeking more detailed
information can refer to the Occupations Hand-
book, which uses the same occupation numbers
and titles. Available to consortium members.
Contact the Wisconsin Career Information Syr
tern for fees and publication costs at 1025 West
Johnson, 1078 Educational Sciences, Madison,
WI 53706. (608) 263-2725.

Occupations Handbook Prepared annually by
the Wisconsin Career Infcemation System. The
Occupattons Handbook covers over 800 occups-
tional descriptions. Over 400 of these occups-
tions are common to Wisconsin with 250 signifi-
cant nationally. High technology occupations are
also included. Data for this book is synthesised
from state and national publications and labor
market information data. The format is designed
specifically for use in counseling and career de-
velopment. Available to consortium members.
Contact the Wisconsin Career Information Syr
tern for fees and publication costs at 1025 West
Johnson, 1078 Educational Sciences, Madison,
WI 53706. (608) 263-2725.

Occupational Statistics Program. This is a
series of OES program reports. OES surveys
Wisconsin employers in selected industries to
obtain current occupational categories of non-
farm wage and salary employees. This includes
full and part-time employees in occupations for
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which they were trained. Estimates of employ-
ment by occupation within specific Standard In-
dustrial Code groups will be used to develop an
industrial-occupstional matrbr. This matrix will
be the basis for projections of future occupa-
tional requirements. The surveys are conducted
on a three-year cycle. Available from the Job
Service Library, Wisconsin Department of Indus-
try, Labor and Haman Relations, P.O. Box 7944,
Madison, WI 53707. Free.

Official Population Estimate& Final popula-
tion estimates kr all Wisconsin towns, incorpo-
rated villages, and cities as of January 1. Earli-
est edition, 1973. Latest edition, January, 1986.
Published annually. Available from the Wiscon-
sin Department of Administration Demographic
Services Centre., 101 South Webster, 6th Floor,
Madison, WI 5103. (608) 266-1927. Ave.

Planning Information for Employment,
Daining, and Industrial Development. 1979.
Reports show historical development and possi-
ble future changes in the labor markets of the
state and service delivery areas. Available from
the Job Service Library, Wisconel:. Department
of Industry, Labor and Human Relations, PO
Box 7944, Mad Ison, WI 53707. hew.

Population Notes. Brief demographic reports
issued periodically. The most current:

Wisconsin's Elderly Population 1970-1980.
November, 1984. (Number 15)
American Indians in Wisconsin, 1980.
April, 1985. (Number 16)
Wisconsin's Metropolitan Areas. November,
1985. (Number 17)

Available from the Wisconsin State Data Cen-
ter, Demographic Services Center, Department
of Administration, 101 South Webster Street,
6th Floor, Madison, WI 53702. Free.

Population Series. In-depth demographic rep
ports published periodically. The most current:

Demographic Change in Wisconsin: Trent: 13
and Outlook. Jan, 1984. (80-1)
Demographic Characteristics of Wisconsin's
Welfare Recipients. Jan, 1984. (80-2)
Poverty is Wisconsin. gib, 1985. (80-3)

Available from the Wisconsin State Data Cen-
ter, Demographic Services Center, Department
of Administration, 101 South Webster Street,
6th Floor, Madison, WI 53702. $5.00 each.

PREP Handbook Provided annually by the
Wisconsin Career Information System. PREP
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is a series of exercises to help individuals under-
stand themselves in relation to the world of work.
PREP can be used I/ a group or by an individ-
ual Available to consortium members. Con-
tact the Wisconsin Career Information System
for fees and publication costs at 1025 West John-
son, 1078 Educational Sciences Building, Madi-
son, WI 53706. (608) 263-2725.

Using Labor Market Information for Career
Decision Making. This handbook is designed
to provide a brief but comprehensive explana-
tion of labor market information for career de-
velopment and career decision making. It uses
the Wisconsin Career Information System and
other state and federal materials to emphasise
and illustrate major points. Counselors, cep
reer development specialists, teachers, librari-
ans, and anyone working with career develop-
ment Will find the book useful as a professional
reference. Available te WCIS consortium mem-
bers rad others. Contact 'le Wisconsin Ca-
reer Information System for fees and publica-
tion costs at 1025 West Johnson, 1078 Educe-
tional Sciences, Madison, WI 53706. (608)263-
2725. Non-consortium members may purchase it
for $10.00 from the Publizations Unit, 964 Ed-
ucational Sciences Building, 1025 Weet Johnson
Street, Madison, WI 53706. (608) 263-4357.

Wisconsin Career Information System.
Comprehensive occupational and education in-
formation system for career exploration, career
decidc r. making, and education planning. It
is designed especially for Wisconsin. Through
its printed materials and microcomputer soft-
ware, it provides up-to-date educational and la-
bor market information for making career deci-
sions and conducting career counseling. The sys-
tem provides analysed data, structured and di-
rect access to information, and numerous other
resources for students, clients, and counselors.
Available to consortium members. Contact the
Wisconsin Career Information System for fees
and publication costs at 1025 West Johnson,
1078 Educational Sciences Building, Madison.
WI 53706. (608) 263-2725.

Wisconein Developmental Guidance Pro-
grams. Wisconsin Department of Public In-
struction, Madison, Wisconsin. 1985. Avail-
able from the Wisconsin Department of Pub-
lie Instruction, Publication Sales, GEF III, 125
South Webster Street, PO Box 7841, Madison,
WI 53707. (608) 266-1098. $5.00.

Wisconsin Employment and Economic Indi-
cator& A publication of 30 indicators grouped
by business cycle timing, denoting employment,
business and economic activity, and demograph-
ic Information. Contains a narrative report on
the state of the Wisconsin economy, and either
an information report on a segment of indus-
try or a current statistical analysis. Contains
tables and narratives on labor force, unemploy-
ment, employment, hours and earnings. Con-
tains selected information on the U.S. Includes
tables and graphs. Monthly publication. Avail-
able from the Job Service Library, Department
of Industry, Labor, and Human Relations, PO
Box 7944, Madison, WI 53707. Eye.

Wisconsin Industry Projections to 1990:
Employment Demand. This report looks at
projected labor force and employment by indus-
try by 1990. 1982. Available from the Job Ser-
vice Library, Wisconsin Department of Indus-
try, Labor and Human Relations, PO Box 7944,
Madison, WI 53707. Free.

Wisconsin'. Metropolitan Area& Douglas
L. Tangwall and Paul R. Voss. Population
Notes, No. 17. November, 1985. Avail-
able from the Applied Population Laboratory,
Department of Rural Sociology, University of
Wisconsin-Extension, 1450 Linden nrive, Madi-
son, WI 53706. $5.00.

Wisconsin Occupational Projection. to 1990.
1983. This report shows detailed occupational
employment to 1990. It is based on the 1990
industry projections (see above). Available from
the Job Service Library, Wisconsin Department
of Industry, Labor and Human Relationa, PO
Box 7944, Madison, WI 53707. Free.

Wisconsin Population Projects - Fourth
Edition. Population projections to the year 2010
by county, by sex, and five year age groups. In-
cludes births, deaths, and net migration. Avail-
able from the Wisconain State Data Center,
Demographic Services Center, Department of
Administration, 101 South Webster Street, 6th
Floor, Madison, WI 53702. Free.

Wisconsin School District Printout A series
of seven tables for every school district with 1980
census data on population, housing, and social
characteristics. Available from the Wisconsin
State Data Center, Demographic Services Cen-
ter, Department of Administration, 101 South
Webster Street, 6th Floor, Madison, WI 53702.
Free.
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Wisconsin Statistics: A Directory of
Sources, Rad Edition. 1980. This directory I.
an annotated list of reports containing statisti-
cal information about Wisconsin. The titles are
arranged in broad subject categories with a sub-
ject index. The names and telephone numbers
of people to contact about the information are
included. There is also an indkation of the ge-
ographic coverage of the data and the presence
of selected demographic breakdowns. Available
from the Job Service Library, Wisconsin Depart-
ment of Industry, Labor and Human Relations,
PO Box 7944, Madison, WI 53707. hes.

Wisconsin Youth, Work and the Economy
What Nowt 1980. This report, a supple-

ment to Wi8CON8in Youth, Work and the Econ-
omy, (1979) looks at Wisconsin youth in light of
the recession of the early 1980's. The report re-
produces some basic labor market statistics from
the earlier report and includes new material on
population, labor force participation, school en-
rollment, dropouts, job openings, arrest rates,
and various youth programs. Available from the
Job Service Library, Wisconsin Department of
Industry, Labor and Human Relations, PO Box
7944, Madison, WI 53707. Free.

Wisconsin's Elderly. A graphic overview of
older persons as a dynamic demographic group.
Available from the Wisconsin State Data Cen-
ter, Demographic Services Center, Department
of Administration, 101 South Webster Street,
6th Floor, Madison, WI 53702. Free.

WISPOP Wisconsin Population Computer
Information System. A data base which pro-
duces over 60 tables on population, housing, in-
come, poverty, and labor force. Data I. teal
able for Wisconsin as a whole, at the county,
city, town, and village levels, and in custom*
combinations. Available from the Applied Pop-
ulation Laboratory, Department of Rural Soci-
ology, University of WisconsinExtension, 1450
Linden Drive, Madison, WI 53706. On-line sub-
scription: $50.00. One-time subscription fee and
$12.00 per connect hour ($24.00 bimonthly min-
imum). Call-in request: $5.00 per run ph. 25
cents per talqf per place.

Women in the Labor Force. An update of
Women Working is Wisconsin (1978). This re-
port includes an analysis of women in the Will-
cousin labor market, with more recent statistics
showing women's employment, unemployment,
and earnings. Statistics and commentary fa
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cum attention on economic and social issues aris-
ing from women's growing labor force participa-
tion. 1980. Available from the Job Service Li-
brary, Wisconsin Department of Industry, Labor
and Human Relations, PO Box 7944, Madison,
WI 53707. Free.

WSDC NEW The biannual newsletter of the
WiSCODBill State Data Center. Available from
the Wisconsin State Data Center, Demographic
Services Center, Department of Administration,
101 South Webster Street, 6th Floor, Madison,
WI 53702. Free.

Federal Sources
Area Wage Survey*. Department of Labor, Bu-
reau of Labor Statistics. Survey of selected oc-
cupations done annually for larger metropolitan
areas. Available from the Government Print-
ing Office, 517 East Wisconsin Avenue, Room
190, Milwaukee, WI 53403. Yearly subscription
$102.00. Single copies available.

Armed Services Vocational Aptitude Battery
(ASVAB) - A Guide for Counselors and Ed-
ucators, or A Student Guide to the ASVAB
Contact U.S. Military Entrance Processing Com-
mand, 2500 Green Bay Road, North Chicago,
IL 60064. Free.

Career and Labor Market Information: Key
to Improved Individual Decision Making.
U.S. Department of Labor, Employment and
Training Administration, Division of Labor Mar-
ket Information. 1980. Semmes on the nature,
characteatks, requirements, and benefits of oc-
cupations, education, and training in the context
of current and projected labor markets. Avail-
able from the Government Printing Office, 517
East Wisconsin Avenue, Room 190, Milwaukee,
WI 53403. Currently out of print. Check local
library or Job Service.

Carter Opportnnities in Art Muse UM, Z008,
and Other Interesting Places. U.S. Depart-
ment of Labor, Employment and Training Ad-
ministration. 1980. Provides background infor-
mation on museums, Ems, and parks, as well
as detailed descriptions of current occupations
in tl -se fields. Available frc..a the Government
Printing Office, 517 East Wisconsin Avenue,
Room 190, Milwaukee, WI 53403. $7.00.

Career Opportunities in the Hotel and Re8-
taurant Industries. U.S. Department of La-
bor, Employment and Training Administration.
1982. Contains detailed descriptions of current
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occupations within the hotel and restaurant in-
dustries, employer's educational and training re-
quirements, and characteristics which may be
helpful in performing the job. Available from the
Government Printing Office, 517 East Wiscon-
sin Avenue, Room 190, Milwaakee, WI 5340:t.
$5.50.

Classification of Instructional Program.
U.S. Department of Education, Office of Edu-
cational Research and Improvement, National
Center for Education Statistics. 1981. A clas-
sification system intended as a reference tool to
assist in the collection, reporting, and interpreta-
tion of data about instructional programs. GPO
Stock No. 065-000-00088-1. Availab/o from the
Government Printing Office, 517 East Wiscon-
sin Avenue, Room 190, Milwaukee, WI 53403.
Caveat ly out of print. Check local library or
educational institution.

Claomfication Structure for Career Infor-
mation. Roger H. Lambert, David Cau lum,
et aL Vocational Studies Center, University
of WisconsinMadison and the National Occu-
pational Information Coordinating Committee.
Eight Volumes. 1981. Vocational Studies Cen-
ter, UWMadison, 1025 West Johnson, 984 Edu-
cational Sciences Building, Madison, WI 63706.
$14.00 per voluine. $112.00/complete set.

Census of Population, 1980. U.S. Bureau of
the Census. There is a wide variety of data: pop-
ulation, population characteristics, labor force,
education. The statistics are contained in four
basic volumes:
Vol. 1 Number of Inhabitants 1982, $4.50.
Vol. 2 General Population Characteristics
1983, $7.50.
VoL 3 General Social and Economic Charac-
teristics 1983, $6.00.
VoL 4 Detailed Characteristics 1984, out of
print.
Available from the Government Bookstore, 517
East Wisconsin Avenue, Room 190, Milwaukee,
WI 53403.

Conversion Table of Code and Title
Changes, Third to Fourth Editions Dictio-
nary of Occupational Titles. U.S. Department
of Labor, Employment and Training Adminis-
tration, U.S. Employment Service. 1979. Con-
tains occupational code and title changes be-
tweei. third agd fourth edition DOTs. C70
Stock No. 029-013-00082-9. Available from the
Government Printing Office, 517 East Wilma-

sin Avenue, Room 190, Milwaukee, WI 53403.
Currently out of print. Check local library or
Job Service.

Counselor's Manual for the Armed Services
Vocational Aptitude Battery Form 14. U.S.
Department of Defense. 1984, A multiple apti-
tude battery of tests designed for students La the
11th and 12th grades. Developed to yield resultn
that are useful to both the military and schools.
Available from the U.S. Department of Defense,
the Pentagon, Washington, D.C. 2058L ft...

A Dictionary of Counselor Education
Courses Covering Career, Occupational, and
Labor Market Concepts. National Occupa-
tional Information Coordinating Committee.
1984. A nationwide directory of counselor prepa-
ration programs dealing with career and labor
market information. NOICC, 2100 M Street,
N.W., Suite 156, Washington, D.C. 20037. Five.
Dictionary of Occupational Titles. U.S. De-
partment of Labor, Employment and Train-
ing Adngnistration, U.S. Employment Service.
Fourth Editiol, 1977. Contains definitions for
12,099 occupational titles as well as 8,000 unde-
fined related titles. GPO Stock No. 029-013.-
00079-9. Available from the Government Print-
ing Office, 517 East Wisconsin Avenue, Room
190, Milwaukee, WI 53403. $23.00.

Employment and Earnings. U.S. Bureau of
Labor Statistics. Current statistics on all aspects
of U.S. employment. Most data is for entire
U.S. Data is limited for Wisconsin and SMSA's.
Published monthly. Available from the Govern-
ment Printing Office, 517 East Wisconsin Av-
enue, Room 190, Milwaukee WI 53403. $31.00
per year; $4.50 single copy.

Environmental Prutection Careers Guide-
book. U.S. Department of Labor, Employmisnt
and Training Administration, and U.S. Envi-
ronmental Protection Agency. 1980. Provides
overviews as well as detailed descriptions of the
activities, respor-Igities, and educational re-
quiremente el the major occupation,. directly
concerned with environmental protection. Avail-
able fsom the Government Printing Office, C17
East Wisconsin Avenue, Room 190, Milwaukee,
WI 53403. $7.50.

Exploring Careers. U.S. Department of Labor,
Hunan of Labor Statistics. Provides informa-
tion about the world of work for students of ju-
nior high school age. Fifteen booklets. Bulletin
No. 2001. GPO Stock No. 029-001-02224-7.
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Available from the Government Printing Office,
517 East Wisconsin Avenue, Room 190, Milwau-
kee, WI 53403. $10.00.

Guide for Occupational Exploration. U.S.
Department of Labor, Employment and Train-
ing Administration, U. S. Employment Service,
Fourth Edition. 1979. Croupe all occupa-
tions listed in the DOT by the interesta, abil-
ities, and traits necessary for successful perfor-
mance. GPO Stock No. 029-013-00080-2. Avail-
able from the Government Printing Office, 517
East Wisconsin Avenue, Room 190, Milwaukee,
WI 53403. $11.00.

Handbook for Analysing Jobs. U.S. De-
partment of Labor, Manpower Administration.
1972. Provides a structured procedure for ob-
taining and recording job analysis data. GPO
Stock No. 029-000-00131-6. Available from the
Government Printing Office, 517 East Wisconsin
Avenue, Milwaukee, WI 53403. $9.00.

Health Careers Guidebook, Fourth Edition.
U.S. Department of Labor, Employment and
Training Administration: US. Department of
Health, Education, and Welfare, Health Re-
sources Administration. 1979. Contains in-
dividual career descriptions for approximately
100 occupations in the health field. Also cov-
ers methods of obtaining financial aid for educa-
tion. GPO Stock No. 029-000-00343-2. Avail-
able from the Government Printing Office, 517
East Wisconsin Avenue, Room 190, Milwaukee,
WI 53403. $5.25.

Improved Career Decision Making Through
the Use of Labor Market Information. U.S.
Department of Labor, Employment and Training
Administration, Division of Operation Analysis
and Labor Market Information. 1984. Provides
counselors with sources of labor market informa-
tion, structure of labor markets, and guide to the
use of labor market information in a counseling
setting. Available from the Government Pri:A-
ing Office, 517 East Wisconsin Avenue, Room
190, Milwaukee, WI 53403.

Induatry Wage Surveys. U.S. Department of
Labor, Bureau of Labor Statistics. Provides
wage data for occupations within a wide range
of industries, for the larger metropolitan areas.
Aviumble from the Government Printing Office,
517 East Wisconsin Avenue, Room 190, Milwau-
kee, WI 53403. Varies in price according to lo-
cation.

Jobs in the Private Sector: Use of Labor
Market Information. U.S. Department of La,-
bor, Employment and Ihining Administration,
Division of Labor Market Information. 1980.
Monograph No. 2. Covers the issues and tech-
niques involved in the identification and analy-
sis of local job opportunitiea. Available from the
Government Printing Office, 517 East Wiscon-
sin Avenue, Room 190, Milwaukee, WI 63403.
Currently out of print. Check local library or
Job Service.

Military Career Guide. U.S. Military Entrance
Processing Command, 2500 Green Bay Road,
North Chicago, IL 60064. hee.

Military Women in the Department of De-
fense. U.S. Department of Defense, OASD,
Pentagon, Washington, D.C. 20301-4000. April,
1985.

Monthly Labor Review. U.S. Bureau of Labor
Statistics. Contains both statistics and research
articles about the economy and labor market.
Published monthly. Available from the Govern-
ment Printing Office, 517 East Wisconsin Av-
enue, Room 190, Milwaukee, WI 53403. Yearly
subscription $24.00. Single issue $4.00.

Occupational Outlook Handbook U.S. De-
partment of Labor, Bureau of Labor Statistics.
1086. Provides an overview of about 200 occupa-
tions on a nationwide basis. Available from the
Government Printing Office, 517 East Wiscon-
sin Avenue, Room 190, Milwaukee, WI 53403.
$8.50.

Occupational Outlook Quarterly. U.S. De-
partment a Labor, Bureau of Labor Statistics.
Provides information about different fields of
wait, as well as specific occupations, eduction
and training requirements, wage data, and fu-
ture trends in employment. Available from the
Government Printing Office, 517 East Wiscon-
sin Aveme, Room 190, Milwaukee, WI 634G3.
$11.00.

PROFILE, A Guide to Military Careers.
U.S. Department of Defense. DOD High School
News Service, PROFILE, Bldg. X-18, Norfolk,
VA 23511-3698. Monthly. Free.

Selected Characteristics of Occupations De-
fined in the Dictionary of Occupational Ti-
tle& U.S. Department of Lat.or, Employment
and Training Administration, U.S. Employment
Service. 1981. Provides data on the pl-ysical de-
mands, environmental conditions, and training
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time required for each of the 12,099 occupations
defined in the DOT. Available from the Govern-
ment Printing Office, 517 East Wisconsin Av-
enue, Room 190, Milwaukse, WI 53403. $11.60.

Standard Occupational Classification Man-
ual. 1980. U.S. Department of Commerce, Of-
fice of Federal Statistical Policy and Standards.
A coding system that identifies and classifies
occupations on the basis of work performed.
GPO Document No. 1980-0-332-946. Avail-
able from the Goveriment Printing Office, 517
East Wisconsin Avenue, Room 190, Milwaukee,
WI 53403. $17.00.

Standard Terminology for Curriculum and
Instruction in Local and State School Sys-
tems-Handbook VI. U.S. Department of
Health, Education and Welfare. Prc-,ides the
terminology for use by local and state school
systems in keeping records and making reports
about curriculum and instructional programs.
1970. National Center for Education Statistics.
Superintendent of Documents Catalog No. HE
5.223:23052.

Vocational Preparation and Occupations,
Volume I. National Occupational Information
Coordinating Committee. 1982. A mis-
classification resource which links educational
and occupational claasification structures that
are in current use. GPO Source Document Num-
ber 029-014-00209-7. Available from the Gov-
ernment Printing Office, 517 East Wisconsin Av-
enue, Room 190, Milwaukee, WI 53403. $21.00.

Other Sources

Career Opportunity News. Garrett Park
Press. Garrett Park, MD. Published six times
a year. Includes current outlook in various oc-
cupations, resources to aid job seekers and coun-
selors, special opportunities for minorities, and
women's career notes. Garrett Park Press, Gar-
rett Park, MD 20896. $30.00 per ye.-- Single
issues $4.00 each.

Careers, a Guide for High School Student&
E. M. Guild Co., New York. Published tk-ee
times a year. Gives students current information
about career prospects in various fields. E.M.
Guild, 1001 Avenue of the Americas, 10th Floor,
New York, NY. $2.00 per issue.

Conversion Table, DOT Industry Designa-
tionsStandard Industrial Classification.
Employment Security Commission of North Car-
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olina, Employment Service Division, Occupa-
tional Analysis Field Center. 1979. Relates
DOT industry designations, which are based on
economic or industrial area of activity, to SIC
codes, which classify establishments according to
type of activity in which they are engaged.

Counseling for Careers in the 1980's. S. Nor-
man Feingold. 1979. Looks at the society of the
future and implications for the changing role of
counselors. Garrett Park Press. Garrett Park,
MD 20896. $6.95.

Emerging Careers: New Occupations for the
Year 2000 and Beyond. S. Norman Feingold
tail Norm Reno Miller. 1983. A look at the
forces that are changing the world of work and
the fields in which the changes will be most sig-
nificant. Garrett Park Press. Garrett Park,
MD 20896. $11.95.

Encyclopedia of Cereers and Vocational
Guidance (6th ed.). 1985. Threes volumes.
Gives information about different areas of work,
references specific information about occupy,-
tions. Doubleday Printing Co., 245 Park Av-
enue, New York, NY 10017. $69.95.

Handbook of nade and Technical Careers
and Training. National Association of Trade
and Technical Schools. A nationwide list of
schools that offer training in 98 iifferent occupa-
tions. National Association of Trade and Tech-
nical Schools, 2021 K Street, N.W., Washington,
D.C. 20006. Atte.

Job Counselor's Manua: A Behavioral Ap-
proach to Vocational Counseling. Nathan H.
Asrin and Victoria A. BesaleL Applies behav-
ioral psychology to job finding and vocational
counseling processes. University Park Press, 300
North Charles Street, Baltimore, MD 21201.
$17.00.

The National G. ie to Educativnal Credit
for 21-aining Programs. American Council on
Education, Washington, D.C. Contains credit
recommendations for formal educational pro-
grams and courses sponsored by non -ollegiate
organisations whose primary function is not ed-
ucation, but who offer courses to their employ-
ees or members. American Council on Educe,-
tion, 1 DuPont Circle, Washington, D.C. 20036.
$37.50.

Pfivate Rules in Career Decision Making.
John D. Krumbolts. 1983. Focuses on the con-
cept of private career development beliefs, what
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FT
they are, how they affect the individual hold-
ing them, and how identifying them can assist
in the career guidance process. Available from
the National Center for Research in Vocational
Education, Ohio State Univer 14, 1960 Kenny
Road, Columbus, OH 43210. $5.75.

Short-term Counseling. Irving L. Janis. Yale
University Press. 1983. Brief forms of counseling
designed to aid people making decisions. Valu-
able for readers who want more counseling guide-
lines and procedures for working with clients.
Yale University Press, 302 Temple Street, New
Haven, CT 08520. $9.95.

Where the Jobs Are. William L. McKee and
Richard C. Foreschle. W. E. Upjohn Institute for
Employment Research. 1985. 300 South Wool-
ridge Avenue, Kalamasoo, MI 49007. $11.95.

Whither Guidance: Future Directions. S.
Norman Feingold. 1981. How the transforma-
tion of the world of work and the attitudes to-
ward work and career will affect the work of the
professional counselor. Garrett Park Press. Gar-
rett Park, MD 20898. $6.95.

Computer-Aided Guidance

Annual Directory of State-Based Career In-
formation Delivery Systems. kmociation of
Computer-Based Systems for Career Informa-
tion. Current and comparable information
about 42 CIDS. ACSCI Clearinghouse, Uni-
versity of Oregon, 1787 Agate Street, Eugene,
OR 97403. $5.00.

Computer-Assisted Guidance: Descriptions
of Systems. Lawrence Shatkin. 1980. Eigh-
teen currently operating computer-assisted guid-
ance systems are described on four topics: scope,
content, structure, and procedures. Stock num-
ber RR8023. Educational Testing Service, Attn:
Eddie Mingo, 5R, Princeton, NJ 08541-0001.
$5.00.

Computerised Career Information and Guid-
ance Systems. John S. Clyde. 1979. ERIC
Clearinghoose on Adult, Career, and Vocational
Education, ERIC Document Reproduction Ser-
vice, PO Box 190, Arlington, VA 22201. $4.50.

Evaluations of Computer-Based Career In-
formation Delivery Systems: An Annotated
Bibliography. Association of Computer-Based
Systems for Career Information. Includes 73
citations, coded for topics covered. ACSCI

Clearinghouse, University of Oregon, 1787 Agate
Street, Eugene, OR 97403. $5.00.

Guidelines for the Selection of Computer-
Based Career Information and Guidance
Systems. Association of Computer-Based Sys-
tems for Career Information. 1985. How to
choose the most appropriate system for a given
setting. ACSCI Clearinghouse, University of
Oregon, 1787 Agate Street, Eugene, OR 97403.

Guidelines for Use of Computer-Based Ca-
reer Information and Guidance Systems.
David Caulum and Roger H. Lambert. 1985.
Association of Computer-Based Systems for Ca-
reer Information, ACSCI Clearinghouse, Uni-
versity of Oregon, 1187 Agate Street, Eugene,
OR 97403. $3.00.

Handbook of Standards for Computer-Based
Career Information Systems. Association of
Computer-Based Career Infccmation Systems.
ACSCI Clearinghouse, University of Oregon,
1787 Agate Street, Eugene, OR 97403. 1982.
$3.00.

How to Select A Computer-Assisted Career
Guidance Jystem. Marilyn Man and Roger
Cummings. 1982. Vocational Studies Center,
University of WisconsinMadison. Currently out
of print. Contact local public library for infor-
mation.

Using Information in Career Development:
hom Cognition. to Computers. Leonore W.
Harmond (editor). 1983. A compilation of
three papers investigating theoretical and prac-
tical facets of career development and their role
in the formation of computerised career develop-
ment systems. Available from the National Cen-
ter for Research in Vocational Education, Ohio
State University, 1980 Kenny Road, Columbus,
OH 43210. $4.25.
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Using What You Know 6
'There are some things which are

impossible to know; but it is
impossible to know which things these are'

(one of Murphy's Laws)

Perfect information is a term used in the de-
cision making literature to describe a condition
wh4.4 everything is known about a specific deci-
sion to be made. This condition probably never
exists when making career choices. But when
do you arrive at tke condition where you have
enough information? When do you have the
'right facts'? Making up your mind is hard to
do!

Getting enough of the right information is
indeed a problem. But there is another prob-
lem. Mark Twain once said, 'It ain't the things
you don't know that gets you in trouble, it's the
things you know for sure that ain't so.'

Well, Mark Twain was half right. It is true
that your misperceptions, your faulty beliefs, get
you ;r1 trouble. But the things you don't know
can also get you in trouble. This I. certainly
true when dealing with information about the
labor market. The effective counselor should al-
ways keep in mind these two potential problems
related to using I4L .' laarket information in ca-
reer decision making:

lack of informat:an
faulty information

It is probably easier to discover the kinds
of labor market information clients do not have
than it is to find out what they 'know for sure
that ain't so.' However, there are some things
counselors can do.

Remember, labor market information is in-
formation about workers and jobs. It is de-
scriptive and statistical. Counselors should help

clients to be sure they have all combinations
of labor market infoimation:

Descriptive/Workers Statistical/Workers
Descriptive/Jobs Stattstical/Jobs

Lack of statistical data about workers or jobs
before choosing a particular job could 'get you
in trouble.' And the same is true about faulty
descriptive information. Using the above combi-
nations during counseling could help avoid either
deficit. Perfect statistical or descriptive informa-
tion about the labor market I. impossible to get.
But a wise decision maker will get as much of
each as is appropriate in each decision.
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TWELVE SAMPLE CASES

The following are abbreviated illustrations
of fictitious cue histories. They are intended
to be examples of a variety of counseling situa-
tions that may apply to a variety of clients. The
use of labor market information and its poten-
tial sources is illustrated in the context of these
counseling cases.

A brief abstract of each of the twelve cases
follows:

1. Leslie: A displaced homemaker seeking a
career and work for the first time in thirty
years.

2. Sam: A displaced factory assembly line
worker, 57 years old, without skills or ed-
ucation.
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3. Del: A high school senior, planning his
career.

4. Tracy: A registered nurse who has relo-
cated, seeking a local nursing job.

5. Sally: A technical illustrator, unsatisfied
with her job, wants to change careers.

6. Roger: A truck driver, injured on the job,
must find new work.

7. Bill: A school dropout looking for a job,
but unsure of the kind of work he would
like.

8. Kim: An elementary school student be-
coming aware of the world of work.

9. Jack: A junior high/middle school stu-
dent selecting and making high school
plans for classes and a career beyond.

10. Susan: A teen-age parent.

11. Fred: A high school junior with a physical
handicap.

12. Mary: A graduating senior making career
pltu.i.

The case studies that follow are not intended
to be models of exemplary counseling techniques,
or even Way realistic situations. But they do
illustrate a variety of career counseling needs.



Leslie
(Displaced Homemaker)

Leslie Sullivan, a homemaker for 30 years, is recently divorced. She is 49 years old and has never
been employed for pay. Her youngest child lives at home and is a junior in high schooL Leslie
has been able to keep her house of 25 years by using her divorce settlement, but she must assume
mortgage payments. Her child support and alimony payments have been irregular and she worries
about losing them completely. She has no other income. She has a high ochool diploma and thinks
she would like to take a typing course at the local vocational school. She is not sure about the kind
of work she would like to do, or could do, and is worried about her daughter being home alone after
school. She needs income right away but is worried about being tied down to a demanding job. She
is an avid gardener and enjoys making her own clothes.

I. Personal Issues
1. Income needs
2. Orientation to work
3. Daughter's independence

IL Labor Market Issues
A. Exploration issues

1. Identify interests
a. Identify trial Intl experience
b. Strong-Campbell Crosswalks

2. Identify skills
3. Learn about occupations
4. Set goals

M. Use of Resources: Exploration
A. Actions

1. Identify Interests. Tbok the Strong-
Campbell standardised interest inven-
tory purchased from publisher.

2. Ident* skills. Used the Plum E
version of the Micro-SHILLS work-
sheet and the WCIS microcomputer
program.

3. Learn about occupations. Used the
WOIS Crosswalk to find a list of occu-
pations to match her Strong-Campbell
score.

Studied the WOIS Occupations Hand-
book, looking up occupations from the
Crosswalk Directory and the Micro-
SKILLS printout.

IV. Placement
1. 'Mal work experience. Wants to try

a part-time job with a nursery, called
the local Job Service office.
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B. Placement issues
(None at this time)

B. Results
1. Identified interest areas and work areas

related to personality factors.

2. Analysed past work experiences and
identified 35 of the most satisfying skills;
got a list of occupations to match skills.

3. Learned about many interesting occupa-
tions. Particularly liked those dealing
with plants in the 5500 SOC group.

She is looking into sales jobsespecially
those that deal with plants.

1. Job Service reported three possible open-
ings. She also checked the Yellow Pages
for possible contacts.
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eJam
(Displaced Factory Worker)

Sam Harris worked as an assembly line worker in an auto plant in Wisconsin for 18 years, until rite
plant closed down. He and his wife, Faye, own their home and have raked four children. Sam has
always made a good income so Faye has never lied to work. They are both 57, have high school
diplomas, and do not want to leave their hometown. Sam's outside interests are himtk4 and fishing,
and Faye has been active in their church. There is not enough money in Sam's pension to live on if
he takes early retirement. Unemployment compensation has run out. Sam still feels that somediing
will turn up and wants to await it out and see. He does not want Faye to work. He is spending
mcce and more time at the local tavern with his friends from the plant.

I. Personal banes
1. Unemployment
2. Income support
3. Re-orientation to work
4. Possible alcohol abuse

II. Labor Market Imam
A. Exploration issues B. Placement issues

1. Identify interests (None at thin time)
2. Identify transferable work experience
3. Explore occupations that may be suit-

able
4. Decide if training is necessary or de-

sired
5. Set goals/evaluate motivation

M. Use of Resources: Exploration
A. Actions

1. IdentilY transferable skills. Use
Micro-SKILLS automatic processing
:min.

2. IdentilY transferable work experi-
ence. Ufrx Computer Quutionnaire #.
with the WCIS Full System Micro ver,
sion.

3. ExpPire occupations. Used WCIS Oc-
capahons Handbook to read ab.put the
occupations listed on both computer
printouts.

4. 'DainIng. Using WCIS Occupations
Handbook education references and sec-
tions on entry requirenients and how to
get ahead, was able to see which occu-
pations required further training.

5. Sot goals/eveloate. Discussed options
with counselor.
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B. Results
1. Micro-SKILLS showed the skill, used by

an masembly line worker and listed alter-
native careers.

2. Looked at the requirements of job as a.-
sembly line worker, identified what he
liked best about his old job, and got a
list of occupations to match his prefer-
ences.

3. Liked some of tne occupations described.

4. Most occupations required some further
training.

5. Wants to think about options and talk
with his wife.



Del
(College-Bound High School Student)

Del Brown is a senior at Stevens Point Senior High School and his grades are high enough to get
into any Wisconsin college. His family lives on a dairy farm that has been in the family for three
generations. He has always helped out with chores and has worked summers doing whatever needed
to be done. His p&-ents do not want him to go into farming. They want him to become a physician
like his uncle. He wolld like to do something related to farming that does not involve the long hours
and financial risks. He is not interested in agribusiness. He enjoys being outside a great deal and
wants to stay in the Stevens Point area.

I. Personal Issues
1. Fatablishing independence
2. Becoming more self-aware
3. Finding a satisfying career

U. Labor Market banes
A. Exploration issues

1. Identify interests
2. Identify occupations
S. Choose post-high school education

Ir. Use of Resources: Exploration
A. Actions

1. IdentitY Interests. Filled out Com-
puter Qustioanaire #2, items 1-5. On
WCIS Fall System Micro program, en-
tered these items, then entered four
agriculture and environmental majors
(one at a time). Got s list of occupa-
tions for first major, then removed that
major from list and entered second one.
Got another list and removed the ma-
jor. Entered third one, etc.

2. IdentUY occupations. Using occu-
pation numbers on the printout, he
printed out occupation descriptions of
favored occupations to st,

S. Choose major. Narrowed choice down
to two msjors and will look for schools
offering both. That would allow him to
keep his options open until he can learn
more.

(continued on next page)
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B. Placement issues
1. Identify schools
2. Compare and decide

B. Results
1. Identified several occupations he liked.

Discovered that two of the four majors
had more interesting occupations related
to them.

1. Really liked occupations associated with
two majors.
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IV. Placement
1. Find possible choices. iribed the °a&

selector' search on the nil System Mi-
cro program to find schools offering
both majors.

2. Compere and decide. Still tabs Fall
System Micro search, got information
about the schools. Also compared in-
formation on following topics:

entrance requirements
costs
location
unique school strengths
financial aids available
placement services
size of school

3. Choose school. Using addresras on
printout, he wrote each of the three
schools asking for information about
the programs of study.
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1. Found three in-state schools offering
both majors.

2. Found that the school nearest him of-
fered sports he liked and had lower costs
than the others.

3. Liked the programs offered by the school
closest to him and is applying there.



Tracy
(Job Placement)

Tracy MB ler, a registered nurse, has just moved to Eau Claire to live with her mother who is getting
too old to live alone. She I. looking for work and needs to make enough money to support herself
and help pay for medical bills for her mother. She must also have a job that will allow her to adjust
her hours from time to time when her mother is ill. She has registered with the state of Wisconsin
and is ready to begin work today.

I. Personal Issues
1. Finding a place to live
2. /Jong to live on until job provides sup-

Port

U. Labor Market Issues
A. Exploration issues

(Non* st this time)

m. Use of Resources: Exploration

IV. Placement
A. Actions

1. What are opportunities Inr nurses?
Used WCIS Occupations Has& oh for
1) number of openings expected, 2)
outlook by area of the date. Uged
DILBR Resources for number of places
.hat hire nurses (through SIC Code).

2. What are the pay sodas? (See samplo
Occupational Description in Appendix
A.) Used WCIS Occupstiou Handkok
for Wisconsin pay range. Used 00H,
GOE for further national information
regarding salaries.

3. Where art the openings in this area?
Called Job Service to check.
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B. Placement issues
1. What are the local opportunities for

nurses?
2. What are the pay scales?
3. Where are the openings in this area?

B. Results
1. 23,033 = number of openings expected in

period 1980-90.

Outlook is fair across the state; better
in rural areas.

2. h. Wisconsin the salary range is $14,000
- $19,000/year.

Nationally, the range is $12,000 - $30,000
per year according to WCIS.

3. Job Service showed two current RN job
listings. She went to Job Service to sub-
mit her application.
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Sally
(Mid-life Career Change)

Sally Ellison is 44 years old and has worked as an advertising illustrator for 12 years. She enjoys
graphics and likes the people she works with, but I. ready to do something different. She has talked
with her boss, but there are no opportunities with her present company. She does not want to go
back to school. She wants to use her design skills but wants mare contact with people and greater
variey in her wcek. She lives in this area and wants to stay here near friends and family. She is a
single parent of a 5-year-old, so she needs to make a good salary.

I. Personal Issues

IL Labor Market Issues
A. Exploration issues

1. Identify interests
2. Lientify skills
3. Identify values
4. Get information about occupation
5. Determine salaries for different jobs

III. Use of Resources: Exploration
A. Actions

1. IdentilY interests. Use WCIS 'Jiffy
Work Experience Inventory' and Fall
System Micro program.

2. IdentlfY skills. Use WCIS Micro-
SKILLS, entering the same experiences
listed in Jiffy, then identify the skills
need.

3. IdentliV values. Used WCIS PREP
booklet.

4. Get information about occupations.
Used references from printouts to
WCIS Occupations Handbook and
00H to learn what people in listed oc-
cupations do.

5. What do different jobs pay? Using
same resources from WCIS and 00H,
got national and Wisconsin salary in-
formation.

(continued on next page)
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B. Placement issues
1. What jobs are available?
2. Is training available?
3. Is financial aid available?

B. Results
1. Remembered former experiences she en-

joyed and got a list of occupations to
match those interests.

2. Identified satisfying skills from her past
experiences.

Identified occupations that match her
skills, using the Jdfy search and Micro-
SKILLS list.

S. She realised how important helping other
people is to her.

4. She discovered that the allied health field
I. an area she should explore.

5. She discovered she could support herself
well with many of the occupations listed.
She narrowed her list of preferred occu-
pations on the lists.



N. Placement
1. What jobs are available? Us-

ing DILHR resources like Community
Business Patterns, got information on
industries in the area.
Used DOT numbers and SIC Code to
generate a list of industries that hfre
allied health personnel.
Used Yellow Pages and manufacturing
guide to get names and addresses of or-
ganisations that hire health personnel.
Called Job Service to see if any organi-
sations are hiring.
Called personnel departments directly
to see if they have openings coming up.

2. What tre dug is available? Used
WCIS Education Handbook to get a
listing of schools that offer particular
training programs. (See sample pro-
grams of study in Appendix A.)

2. Is there any financial aid? Used
WCIS Education Handbook to learn
about types of financial aid programs
offered by the school.
Used WCIS Financial Aid Workbook
and Financial Aid SCAN.

1. She then identified those closest to her
home u prospects for making applica-
tion to.

2. Found a school in her area that offered
three of the programs she was consider-
ing.

3. She had the names of several financial aid
programs to inquire about when she vis-
ited the financial aid officer at the school.

Gathered information needed to qualify
for financial aid.



Roger
(Job Retraining for Disabled Worker)

Roger Smith, a truck driver for over 18 years, is no longer able to perform the job due to back and
neck injuries suffered in an accident. Roger has always enjoyed trucking, which is the only kind of
work he has ever done. As a teenager, he developed an interest in fixing old cars and knows quite a
bit about mechanics and body work. Now, he is quite depressed because he cannot do any bending
and lifting. He says he cannot drive, cannot work as an auto or truck mechanic, and needs a job
right away.

I. Personal Issues
1. Depression
2. Unemployment
3. Re-orientation to work
4. Needs to identify extent of impairment

from injury

II. Labor Market Issues
A. Exploration issues

1. Identify skills from put experience
2. Find related occupations he is capable

of performing.
3. Can he find occupations that pay

enough to support him?
4. Will he need training?

M. Use of Resources: Exploration
A. Actions

1. Ident* skills from past experiences.
Used Micro-SKILLS Worksheet Easy
Reading Form E.

2. Find related occupations he Is ca-
pable of performing. Using Micro-
SKILLS, asked for information for the
occupations that sounded most attrac-
tive.

3. Can he find occupations he likes that
pay enough to support him? Us-
ing information from Micro-SKILLS,
he got references to the Wan Occu-
pations Handbook, 00H, and ki0E.

4. Will he need training? Using WCIS
Occupations Handbook, read appropri-
ate section on 'Method of Entry'.

(continued on next page)
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B. Placement issues
1. Identify possible local companies/indus-

tries in area.
2. Are there any openings?
3. Where can he get training?

E. Results
1. Identified 35 skills from past experiences

he presently found satisfying.
Got a listing of the 30 best-matching oc-
cupations.

2. Got references to related DOT titles.
Used the DOT breakdown of physical
traits to eliminate unsuitable occupa-
tions.

3. Using WCIS Occupations Handbook,
read Wisconsin salary information and
foand that most of his favored occupa-
tions would support him in Wisconsin.
He got national salary information about
the occupations from 00H and GOE.

4. He found that some occupations required
specific vocational training and others
did not.



IV. Placement
1. IdentitY possible local companies (In-

dustrIes) In the area. Using DOT ref-
erences from Micro-SKILLS and the
SIC Classified Code got SIC code num-
ben of related industries, or using
008 and WCIS got names of related
industries.

2. Ave there any openings? Contacted
Job Service and/or local industries di-
rectly. (Used Manufacturer's Guide or
Yellow Pages.)

3. Where can I got training? Used the
educational references from the WCIS
Occupations Handbook. Checked Pro-
grams of Study information in the
WCIS Education Handbook.
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1. Used Community Business Patterns,
Yellow Pages, or Chamber of Commerce
publications to get names of businesses.

2. Got a listing of specific companies to con-
tact.

3. Got listing of schools that offered the
training in desired areas.
Got information about schools regarding
entry requirements, fees, financial aid,
services, etc.
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Bill
(High School Dropout)

Bill Williams is 19 years old and is a high school dropout. Bill finished his junior year in high school
and took a job with a paving contractor for the summer. He is not a good student and is adamant
about not going back to schooL He is anxious to be out on his own. He is willing to do anything.
Bill does not want to leave Wisconsin and, if he can find work here in his hometown, he umil.3 like
to stay there.

I. Personal Issues
1. Independence (moving out)
2. How to support himself

II. Labor Market Issues
A. Exploration issues

1. Identify interests
2. Get occupational information.
S. Consider going back to schca to get a

better job.
4. Identify values

III. Use of Resources: Exploration
A. Actions

1. Identify interests. Used PREP book-
let to relate past experiences to inter-
este.

2. Get occupational information. Used
Career Sean to match occupations to
interests. With references from Career
Sean, used WCIS Occupations Hand-
book, 00H, Environmental Careers,
and other DOL publications to get in-
formation on occupations.

3. Would going back to school help him
get a better job? Used Career Sean
to do a search with interests. Included
nets than H.S. diploma,' selector. Did
another search with same interests and
*vocational training' selector.

4. IdentiiV Values. Used pages 38-39 in
PREP.

(continued on next page)
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B. Placement issues
1. Bill does not want to move out of Wis-

consin
2. If he decides to go back to school, can

he work and go to school in the evenings
and weekencis? What programs are avail-
able?

S. Should he worry about Win_ replaced by
a robot someday?

B. Results
1. Learned about ioslf and how to describe

his interests.

2. Got a list of occupations to match his
interests.
On it, discovered several occupations
that sounded interesting.

S. He found more occupations he bled with
vocational training than those requiring
nem than high school diploma.'

4. Narrowed his preferences for occupations
from computer search lists to the top five
occipations.



IV. Placement
1. Move out of Wisconsin. Use WCIS

Occupations Handbook, 00H, other
references from Career Scan to find nee
tional outlook for five top occupations.

2. Weekend training programs. Used
educational references from WCIS Oc-
cupations Handbook to WCIS Educa-
tion Handbook to get names and num-
bers of programs of study. Used Edu-
cation Handbook descriptions of schools
to find those offering the training after
regular working hours.

3. Should he worry about being re-
placed by a robot? Using WCIS Oc-
cupations Handbook, followed reference
from occupational description to High
Technology section.

1. Four of the occupations Nad a good out-
look, one had a poor outlook.

2. Found training programs for the occupa-
tions and the schools in his region offer-
ing them.
Found two training programs available
'after hours*.

3. The occupation with the poor outlook
has a higher probability of being taken
over by robots. He also learned he should
become more familiar with computers.

Kim
(Elementary School Student)

Kim Aandey is in the 3rd grade at Governor Elementary SchooL Next week, her school is having
a career day program and she must choose two senior.s to attend. Her friend's mother works in a
hospital and will be a speaker. Her parents work in offices, but she is not sure what they do besides
talk on the phone.

I. Personal Issues
None

U. Labor Market Issues
A. Exploration issues

1. Awareness
M. Use of Resources: Exploration

A. Actions
1. Awareness. Kim's teacher used the

new WCIS materials for elementary
grades in preparation for planning a
Career Day project. One activity in-
volved students looking at their fa-
vorite TV program to find as many dif-
ferent occupations as they could. They
talked about them in class. They read
about some of the occupations in the
WCIS Occupations Digest.
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B. Placement issues
None

B. Results
1. Students were able to make better

choices on what activities to attend on
Career Day because they knew mere
about what people do. Some students
suggested occupations for Career Day.
Kim was surprised to hear from other
children that they had seen so many dif-
ferent occupations. The next time she
watched her programs, she was much
more aware of all of the occupations illus-
trated. At the next group discussion she
was able to describe more occupations.
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Jack
(Middle School Student)

Jack Sims is in 7th grade at Kennedy Middle School. He enjoys helping his father repair small
appliances in his shop. He has also been active on athletic teams and c Beets transformers. Jack
is an A student in school and his moth,/ wants him to go to college. Next week, he has to write a
report about his career interests for his English class. His school has WCIS but he has never used
it.

What materials should Jack use and what might he learn?

I. Personal Issues
None

II. Labor Market Issues
A. Exploration issues

1. Identify interests
2. Match to occupations
3. Get information about occupations

M. Use of Resources: Exploration
A. Actions

1. IdentitY interests. Counselor did oome
group classwork using WCIS. Jack used
the PREP booklet to help identify his
interests.

2. Match to occupations. Used Ca-
reer Scan. Took interests identified in
PREP and got a computer listing of oc-
cupations to match.

3. Get information about occupations.
Checked out the WCIS Occupations
Handbook and got information about
each occupation.

4. Follow up. His teacher helped him
identify local people in the occupations
for him to talk to about their work.

Si
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B. Placement issues
None

B. Results
1. Learned about himself and how his inter-

ests apply to occupations.

2. &mid several occupations he liked on
the list.

3. Wrote report -sing information in books.

4. The teacher arranged a job shadow ex-
perience with a local volunteer.



Susan
(High School Parent)

Susan Davidson is in 12th grade and is the mother of a 3-month-old son. The child's father has not
associated with them and no longer lives in the same state. Susan has better than a B average in
school in spite of many absences during the past year. She would like to finish high school and get
training to work in the medical field. Her parents are on Social Security Disability income but have
offered to help with childcare as much as they can. Susan has been an office helper at school for a
year and is considered dependable and hard working. She likes the work. She would like to move
into her own place because her parents °are so conservative.* She is afraid she will never get off
AFDC.

I. Personal Issues
1. Living arrangements/feasibility of

moving out
2. Steady income
S. Child care
4. Personal goals

II. Labor Market Issues
A. Exploration issues

1. Get information about different op-
tions for medical careers.

2. Identify preferred choices.
S. Set tentative goals based on outlook,

salary requirements, etc.

III. Use of Resources: Exploration
A. Actions

1. Get information on medical occu-
pations. Using WCIS Occupations
Handbook, studied occupations on SOC
groups 2600 and 2900 (medical profes-
sions).

2. Identify preferred choices. Used
SCAN and SCAN Worksheet to search
group 2900.

S. Set tentative goal*. Discussad options
with counselor.

(continued on next page)
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B. Placement issues
1. Where is training available?
2. Is training feasible for her?
S. Can she qualify?
4. Decide

B. Results
1. Found many pouibilitks in group 2900.

2. Answers matched eight occupations in
group 2900. Three had better than aver-
age salary and outlook.

3. Decided to investigate training options
for all three occupations.
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IV. Placement
1. Where is training available? Used

Saw! Scan to look for schook nearby
offering training fnr the occupatioa.

2. Is training fbasibls? Used information
from School Scan regarding costs, en-
trance requirements, financial aid, etc.

3. Can du qualify? Used information
from School Scee regarding SAT/ACT
:ores and talked to counselor at
:hod.

4 -ode. She decided to talk with
teachers about the different programs
and the placement service offered by
each school. She used the WCIS liti-
*amid Aid Workbook to help apply
for financial aid. She used Financial
Aid Scan and found she would proba-
bly qualify for a Pell Grant.

5 3
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1. Got a listing of schools for each training
program.

2. With financial aid for tuition at a school
near home, further education became a
possibility.

3. School counselor thought eh.: could qual-
ify, based on class rank.

4. She decided she could do it.



FRED
(High School Student with Disability)

Fred Jamieson hu been in a wheekhair all his life withno use of his legs. He wall be a junior in high
school next year. He has a C+ average, a good attendance record, and is considered to be a hard
worker. He wants to go to the local vocational school when he graduates, but does not know what
career would be best for him. He has many friends and lass to play rock music on his walkman
radio. This year in school, he learned to make computer graphics and thinks they are great. He and
his dad fight a lot, and he Lets depressed thinking he may have to live with his parents for the rest
of his life.

I. Personal Issues
1. Establishing indepe idence
2. Gettinv along with father

IL Labor Market Issues
A. Exploration issues

1. Identify values/interests
2. Match to occupations
3. Explore different options
4. Plan trial experiences

ra. Use of Resources: Exploration
A. Actions

1. IdentifY values/interest. Used PREP
booklet.

2. Match to occupations. Used SCAN
Workbook and worksheet.

3. Explore options. Used WCIS Occupa-
tions Handbook to read about different
occupations.

4. Plan trial experiences. Used 'Where
to Write for More Information,' ref-
erence from WCIS Occapationa Hand-
book. His teacher identified local people
willing to work with youth in the local
area.
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B. Placement issues
None

B. Results
1. Scored high on PREP in *visual percep-

tion' and 'working with things.'

2. Matched interests to occupations in 3700
SOC group (technicians and technolo-
gists) and the 8000 group (mechanics and
repairers).

3. Learned that some occupations he liked
require more education and training than
others; that job opportunities differ; and
that pay ranges differ.

4 He received first-hand experience as a
helees in an electrcgics repair facility.
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Mary
(Wigh School Student)

Mary Feather has always helped her father in Ms carpentry shop. She is very good at it and enjoys
the work. Business hm not been good in the last few years and her father is planning to retire and
close down his shop. Mary will finisit high school next year `. has no further plans. She has a °C'
average and would consider further schooling if she knew what she wanted to do. Her boyfriend
thinks she should do something more 'ladylike' than carpentry. He wants to get married and move
to Milwaukee, but she is not sure. She has done some baby-sitting but did not like it. She was very
active in the DECA program in school and won some awards this year in sales contests. She enjoys
being outdoors.

I. Personal Issues
1. Independence
2. Marriage
3. Financial independence
4. Sex e lity issues

U. Labor Market Issues
A. Exploration issues

1. Identify interests
2. Identity values
3. Identify skills
4. Explore appropriate occupations
5. Identify training requirements
6. Set goals

M. Use of Resources: Exploration
A. Actions

1. Identify interests. lbok COPS stan-
dardised interest inventory, then used
WCIS Crosswalk.

2. Ident* values. Used the Value Exei-
cise in the PREP booklet to compare
her values with the life-styks associ-
ated with each occupation.

3. IdentitY skills. Used the Micro-
SKILLS cards to identify her most
satisfying skills, then used the Micro-
SKILLS microcomputer program to
get a list of the 30 best-matching oc-
cupations.

4. Explore occupations. Used WCIS
Occupations Handbook to examine jot.
opportunities, salary, training require-
meats, etc., for the occupations on her
list.

(continued on next page)
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B. Placement issues
1. Investigate options k different labor

markets
2. Identify her labor market (cicuide where

she wants to live: i.e., hometown, Mil-
waukee, or other state)

B. Results
1. Received list of occupations that match-

ed her highest COPS score. Read about
these occupations in WCIS Cecapations
Handbook.

2. Was able to identify those occupations
that beet fit her values.

3. Was able to identify occupations from
the 30 on the list that were the same or
similar to those on inventory lists.

4. Was able to identify the best occupa-
tional options for Vie different labor mar-
kets the is considering.



III. Use of Resources: Exploration (cont'd)

5. Identify training requirements. Used
references from the occupational de-
scriptions in the WM Occupations
Handbook to tho WCIS Education
Handbook to learn about training,
schools, costs, anti entry requirements.

6. Set goals. Talked with her counselor
about her options. Used the WCIS
Financial Aid Workbook and Financial
Aid SCAN to explore options.

IV. Placement
1. Investigate options in various labor

markets. Mary talked with her coun-
selor about the information on outlook
from the WCIS Occupations Hand-
book and DEER publications such as
County Balinese Patterns.

2. IdentliV her local labor market. She
discussed her findings, decisions, and
feelings with her counselor. This in-
cluded the need to work during her
training.

5. She found that she could live at home
and attend a nearby school that would
train her for an occupation that matches
her interests, values, and skills. It is an
occupation with a good outlook for job
opportunities in Wisconsin.

6. Applied to schools for financial aid.

1. She learned where the best opportunities
in Wisconsin were for her career choice.

2. She discovered that her chances were
good tot getting a part-time job in a re-
lated industry while she attended school.
This experience would help her find a po-
sition when she completed her training.



A Word to the 'Unwise'

There are two kinds of people who make ca-
reer decisions:

1. Those who always use a rational, logical,
systematic, wise process.

2. Everyone else.

Most career decision making theories and
most career guides describe the first kind of peo-
ple. The realities of everyday job choices and
typical career counseling cases describe the sec-
ond kind.

Wise decision making does not always mean
rational, logical, scientific decision making. Of-
ten, some aspects of career choice are imprecise,
ambiguous, and defy conventional logic. 'Pussy
thinking' and 'muddling thrr 0 may some-
times be appropriate, even .. a, decision strata.
gies. But people can learn to improve their mud-
dling.

Rosy thinking has been defined as °ratio-
nal thought tempered by intuition.' Wise fussy
thinking is employed when precision is not pos-
sible or desired. Muddling through was invented
by Roger Golde as the 'art of proper unbusi-
nesslike management's to bridge the gap be-
tween management theory and the eeslities of life
in most business organisations. We need some-
thing to bridge the gap between career decision
theory and the realities of the job choice.

Management by objectives (MBO), him se.-
reer decision making, is not always a science.
We are taught that manager, make decisions and
lovers choose. The former implies mastery, the

6 Golde, Roger A. Meddling Through. lir'.
AMACOM

Epilogue

latter conveys a selection in which we gain some
things by giving up others. Perhaps we should
think of career chokes more like lovers' choices:
We are not always in command of all the facts,
aware of all the options, or carefully matching
self-concept with our cnoices.

Bridgieg the gap between theory and real-
ity may mean that career counselors will need
to help zlients cross some bridges and burn oth-
ers. But eventually clients must learn how them-
selves: how to decide, how to choose, how to
meddle. career clients will need to learn how
to decide like managers and how to choose like
lovers. And to know the difference. This coun-
selor handbook has provided a practical frame-
work and practice for helping clients learn how.
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I AM ESPECIALLY INTERESTED
IN THESE AREAS:

OGeneral WCIS Products/
Services

0Microcomputor Programs

0Special Matrials for
Jr.High / Middle School

0Job Hunting Aids

Send me more information
about ;the

WISCONSIN CAREER
INFORMATION SYSTEM

Name
School
Address
City/State/Zip
Phone
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University of Visconsin-Madison
1025 V. Johnson. 1078 Ed. Sciences Bldg.
Madison. VI 53706
Phone: (608)263-2725
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University of Visconsin-Madison
1025 V. Johnson. 1078 Ed. Sciences Bldg.
Madison. VI 53706
Phone: (608)263-2725
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OGeneral WCIS Products/
Services
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0 Job Hun t i ng A 1 ds

Send me more informathan
about the

WISCONSIN CAREER
INFORMATION SYSTEM

Name
School
Address
CityiState/Zip
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University of Visconsin-Madison
1025 V. Johnson. 1078 Ed. Sciences Bldg.
Madison, VI 53706
Phone: (608)26 -27
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Appendix A
Annotated Guide to Using WCIS Materials
for Occupational and Educational Information

This Appendix reproduces the mnjority of the
contents of the Wisconsin Career Information
System publication, OCCUPATIONS DIGEST,
OCCUPATIONS 6 EDUCATION HAND-
BOOKS: An Annotated Guide.
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Shown here are sample pages taken from the
OCCUPATIONS HANDBOOK and EDUCA-
TION HANDBOOK. Some explanatory annota-
tions have been placed on the samples, also.
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cliot.041 MAimte nehavi etoirmece:rtreorts. 1240-1250A

1240
Purchasing Managers

Purchasing managers plan and coordinate
boing activities for a store or company. They
supervise the work of buyers, purchasing
officers, and other workers who order and buy
materials, pi °ducts, or services needed by the
MOP or company. These items may be Laded
for operations in a businesi or as merchandise to
be resold in a store. Purchasing managers also
review purchase orders and requests, decide tbe
amount of goods to be stocked, set prices for
goods, and set up contracts with supply houses.
These jobs generally involve a standard 30-40
hour work week. Some jobs may require some
buying trips and overtime.

Work locations include 'hiplines, retail
companies, and ntanufac"..irers.

Tides from the DICTIONARY OF OCCU-
PATIONAL TITLES include: manager,
procurement :evicts; superintendent,

tie *pas commissarg; manager, merchandise.
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1250
Managers: Marketing, 1 Sow. roth.."4 0a3t4i"5

Weotic 'Or ar mirtAdvertising, and Public
0:vdsdnkiRelations =11.rt-bASegit ivvynotei

People in these Jobs manage marketing, sales,
advertising, or public relations departments in
businesses and other orginbations. They plan,
organise and direct departmental activities:
train, supervise. and evaluate staff; and deal
with business and other groups to promote sales.
They study sales records and prepare reports.
They work for advertising agencies, printing and
publishinr companies, retail stores, utilities,
hospitals, insurance companies, and huge
corporations.

Titles from tbe DICTIONARY OF OCCU-
PATIONAL TITLES include: minaret,
promotion; account executive; manager, public
relations.
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Wisconsin-based information: 1250A.
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5%410 proftS
Shay faf MOlic Rellhonijqjr descra:ed lV

.6(
4MA villt t45t'0f41.getrii.l
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referevz ibitA.15
au; rthem 12-4.0
untlAr ufttuve,
thrra- of itOre--151.

High Technology Area 600
Computers in Information
Processing

RELATED WORK AREAS
601 Computer Support Services
602 Offsce: CIeiical
603 Office: Management

GENERAL DESCRIPTION OF AREA
We are changing from an industrial society to

an information society. The amount of
available information is increasing rapidly.
Many occupations are changing from material
handling to information handling. Computers
have made this transition possible. Computers
can manipulate information with great speed
and efficiency. The speed at which computers
can store, sort, and change data makes them
extremely useful in many occupations.

Businesses are using computers to store
information concerning products, marketing
trends, client records, and company records.
This allows businesses to process orders quickly,
analyze financial trends, and increase the
effictency of office procedures. Schools are
using computers to store student information.
process student applications, and grade exams.
Schools are also using computers as kerning
tools at all levels of instruction.

Computers are also used in various types of
research. Information is stored on computers,
and the data is analyzed to determine if
unrelated pieces of data have anything in
common. Computers can also organize data
very quickly, making it possible for the
researcher to work with large amounts of data.

Because computers are changing the way
many businesses operate, many workers will
need to be retrained. They will need to be
familiar with computer systems and be able to
use them, whether or not they are directly
employed in an information occupation. One of
the most common uses of computers is in word
processing. A word processor allows theuser to
compose, organize, and edit text on a video
display screen before the text is printed on
paper. This ereatly increases the efficiency of

HIGH TECHNOLOGY
600-601

information proceuing. These devices are easy
to use, and it takes comparatively little time to
learn operating procedures.

Creating graphics is another common use for
computers. Graphic displays are especially
useful in organizing visual presentations. The
computer program can arrange Information so
that it can be displayed or printed in picture
form instead of text.

This high technology area discusses three
computer work areas. The 'Computer Support
Services work area examines electronics, sales
and marketing, programming, equipment
service, and training. The next area, 'Office:
Clerical," includes the use of eomputers by
secretaries and librarians. The third area,
'Office: Management,' discusses the
application of computers in a business setting.

E+01 Computer Support Service3

DESCRIPTION anutvrr STATUS:
Computer woven services include comPuter

programming and user education Services also include
design of computer hardware equipment. hardware
mamtenance. and sales. Sales mvolves manienag
computer devices and programs. Tectiaical
communications ability is ntremels imponam.
Sakspersons must be able to explain computer funcurnis
10 3 nide variety of clients, both expertenced and raw
mers.

Different computer applications also need to be
explained to clients. These appItcations range horn
entertainment to busmess.. Different applications require
different types of equipment and programs

Other types of moon SWIMS involve repair of
equipment and customised programming for Winona!
seeds. Services will 6130 10C13106 consulting with users to
help expand the uses of computer sYstemi

DESCRIPTION TUTUltE:
The demand for workers In oomputer.reiated

occupations will increase.

IMPACT ON WORKEE:
As more oraanizations rely en computers. additional

computer-related workers will be oseded Software
engineers and programmers will be needed ft design and
write computer programa In general, programmers work
boric/dually on programs, whsk software eagineem work
in teams to write more advanced end complex systems of
programs. In private industry. programmers are called
open to do maintenance work on programs, mom as
modifying so 11300016 program to met it more calcine,
or to update a program as the needs of a business gunge.

The demand for programmers may be tempered by
several technological advancements. Software is bang
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HIGH TECHNOLOGY
601-602

designed that is 'user frigidly. Thar is, it is am unwary
to have composer background to use it. Computer
lady:tries are redesigning computer equipmerc (hardware)
to wake it Mir to program. The memory chips of
microcomputen will be modified to make is ass= for
=tamers to build theit own software systems by stringing
=she sets of semiamedrawn chips.

Another computer-Mated area where workers are
seeded is consuls= . People are needed so market
raft =re aod/or informal= process= services to others.
Software development asd macketiog is an importam
brawny. Nes occupations asd businesses we emerging in
the soft sere area. One occupation is a 'software
searcher.' These workers =in individuals amid =Messes
in deterodaing the appropriste software for their
computers. Technical commusicatios skills ars very
=pansies . Some large =potations have elepartmems
that evaluate software. Software directodes catalog
thoymods of prowams. These Orectories must be
Fodor= and marketed. New compasias aging data but
software searches have opened. Chau pay an usual
subscriptios fee to have gams to a software lima base. (A
data base I. coils:Ms of Muted infonmelos °mashed
for easy access and processing.)

Trak= MN be crisical sink be the smit far years.
The teals= will be provided by many differest moos:
hardware sad software massfacturers, mailers,
independent computenissuuction ewers. corporate
initouse min= programs. publse rad private schools
and universities, mid conmehants. Public school systems in
many states ate requiring computer literacy as
prerequisite for high school wadymion.

S IMS AND COUPETENCIESI
Workers in computer steppe" services mint have

g ross technical kaowledpe of compwers. They also mos
have the ability to communicate wide those who use the
riquipment oe programs. Technical communication
=rain will become iscremingly import=

REFERENCES:
'A Look into Composer Careen'
American Federation of Infatuation Processing

Societies
Arlington. VA WM

American Society for Information Science
Washinraon. D.C. 30036

'Computer Careen: The Complete Pocket Guide to
America's Fastest Growing Job Market'
Sun Features. Inc.
Cardiff. CA 03007

Information !odyssey Association
Washington. D.C. 30003

'Yew Carer io Data Processing'
Data Process= Manapemest Association
Park Ridge. IL 50066

MCI% OCCUPATIONS AFTECTED:

Developments at this wet& mu ore wpm= se ban a
neerar Med os the fellow= wrapatieas bald Is MOS.
As Ms Woe, le la diffinra 5. pallei hew quickly changes
wiN wan.

1260A Data Base Administrators
1633A Electrical Engineers
1636 Computer Engineers
1712A Computer System Analysts
3970A Computer Programmers
6133A Computer Repairers

Office: Clericag 'Cite5CC°4."1/

D ESCRIPTION - CURRENT STATUS:
Equips= that con assist with denial tasks mad Mode

massive MOMS of data is valuable to organisations thee
tura data beto amble rafonmtleo. A word prom= win
have the gm= effect as changing the wrapatiss of
escretary ot typist. A word =comae is similar so
typewriter. It is okra:wow with software that con
correct wellies. dectrosnally erase errors. dose holes left
by deleted words asd prams, sod More wrings
dommesu. It is superior to a apeman when writhes sad
vomiting material. Computer graphics we sho used in
organizing preasseadons.

DESCRIPTION mum
A =infra= computer is a how computer that hos

serminals cossoned to is by a talecommradcadoss Ise.
The massive =es= of dota stored sad promesed in
mainframe are eater= by dma emery mem= Wog the
samisals. Some may wad at cow= camas. Work=
may have flesible wort schedules. Some staff am work in
their homes, aim the =pram to masa ao the eosin
computer in the office.

Computers can provide as =nosh stall reams. This
is. computer network ma be grad to write, mg. and
receive memges se letters. Iasi= of sok= several dens
to sesd and reralve I. is am take only. a few mists*.

Composeriastios will have several effects ss Endes.
Them will be more essualiaml. Awed medegied =Isms.
dire" customer access So medal ranniashi, ad imams=
me of data bases for midst madam The owl= seems
to bibliowaphic data WI drams march ad Wary
=aces.

IMPACT ON WORKERS:
Ily 3010. librarians will so loops be caudarang is

workrooms. This procedure wIl W repined by Wag
computer hi an offiee, in the Rimy. at at bome. Mom
Madera will work at home. Wad= the New=
desks( y particular user or orpabstits via mote
samisen.

SKILLS AND CIONIPILTENCUS:
Word processing skills sod the ability to use dots bases

will be required.

WCIS OCCUPATIONS AFFECTED:
Develawarms he rala mil ass are opened so bwe a
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PROGRAMS
150-153

190 Marketing alear
essodeie degree)

DESCRWT1ON OF PROGRAM:
Marimba plarams train rdwiduak to

work as buyers and alms im sholmak
iftill astabliamments. They mod to
damage steam maims Lads f
merehandne ma amilable Is saffscieni
mantky sad hare backer appal to all
alley mad preflably. Ihmersleellers
assess merchandise away, amomale
prices, let imam aka rer ?mak.
maintain mock, mad hap with bk.

COURSES:
Comes may MOAN markatlim theory,

salesmandsip. Imams math. Imam sad
Interim. Mad merchandaina,
admuisim, badness law, ma. and
mammies.

SCHOOLS( rEIVIENG PROGRAM:
Haan pro pan destaalm, coneses.
mast Oh s alba bit Sea aebook.)
33 Straw Dakmadibrankrie
190 Illacalkaa k Technical

Imam Walesa&
192 Fat VAR r Technical

labium -Appleton
193 Fos Valles UMW/

lastittna Oshkosh
IN Galway Teankal Instiate-lienosha
IIS Gateway Tens acal lamitime-Racine
I% Gateway Tetanus! lastimamIlkhore
197 Lakeshore Techniml

lestinuttlembnd
191 Mid-Stale Technical

lestinue-Wesconsin Rapids
306 Moraine Park Technical

lastitate-Fand dtw Lac
XII Measles Park Technical

lastimmeabeu Rend
309 Nicola College a Technical

InukineRhindanda
210 North Casual Tedmial

Inunute-Wausau
312 Nonheau Wiseman Techeiral

InuituteGmee lay
313 Savanna Wisconsin Vocational

Technical lastitomfmalmore
314 Multi One Tachelal heritute-Eau

Claire
317 Madam Arm Technical

ConegeNadkom
219 Madison Area Technical

Colleratiatenowe
221 Wean %masa Tachaicat

lastiene4a Cmsse
.1.a Mimesis leasable/ Tachmkal

lestimmRice Lake
313 Wisconsin Inionlimel Tahmical

Insiitute Solana
21/ Madison Area Technical

*ww Colkin.Ponage

330 Milwaukee Al,. To:laical
College

331 Milwaukee Alt. Technical
ColI.seW4s Allis

272 Rochester Csimvalty
Coate. a MN

273 lam MIII. C4amuoIiy College-la
Gram is MN

277 Say de Noe by
CONNE MI

Nonheast Technical
Instimmt, IA

396 Lammed ity
Celina. a Boa Lak N

304 Norma** ty
Cease- on MN

151
MarkethiKesumialeadoss
Myear amodate degree)

DESCRIPTION OF PROGRAM:
Marketingmememenimasin programs

min workers to klp aotemers prepare
wrinen sad visual alverthemea ceps .
They may take admaking orders, wait
copy, develop maphie display art, and
hawk lam and MIN accounts.

COURSES:
Camas may Include sales, atarketim.

earatising. graphics, copy writing, mom
merchandisky. Wises. law accountiag,
mad airman. predation tachniques.

SCHOOLS OPIUM PROGRAM:
Hama pegs= desedakm, mones,
mad /or Rik nun NW fa ear artmels.)
201 Milwaukee Area Technical

Calime-Milw ankle
.! Washout Wittman Techakal

lestintwOreen l.

152 Marketing-Fashion
MerekendisIng ayear
essedate degree)

DESCRIPTION OF PROGRAM:
Fashion mereimattisms pads'se

calla* for retail in sufficient smithy
and with kinkiest appeal to sell mulls
and palm* . They mons merchandiu
Nally. aimoibte prices, set mark,,,
pnces fat resale. mamma Hock, and help
with advenlehm.

COUUU:
Counts mas Include marketing, design,

advertising, salesmanship, fashion
industries. Nauss math, alai. clothing

A deo ea\ sercol 3c4-
is oh *out plc.

sad seleaion, end fashion
sum, promotan, and seoriamlee.

MIRING PROGRAM:
(Eabel perm lesnlakee. amass,
sada* Mk ma NM Ise Owe sehaels.)
SS Saimaa Collage-Milwatam
190 lackhask Takata

lastitute4masvIlle
193 Fes Valles Tedmical

lastinobApplatea
IN Owens), Tedmial Imdtime4ranoshe
301 Milwaukee Area Techaiaal

CallemAilwatale
306 Morales Park Techaleal

lastitutahnd du Lac
213 Nonloset %koala Takata

lastImobOrem Say
21$ Southwest %sac& Vocational

Teak/cal lastiame4eenimore
211E/ka(ci One Tabbed lastiatellou

Cbire
317 Madison Ana Technical

College-Madison
331 WPM. Wisconsla Technics!

lastituoNla Craw
223 Wisconsin ladiamhsal UMW

laultute-Superia
231 Patricia Semen Caner Coble and

Finality klionl-Milimukee
273 Roamer Community

College-Reamemer MN
273 brat Hills Communky Callme-Iamr

Orem Heights MN
214 Dakota Camay AVTiltermast MN
217 Duluth Yeastioulelbelmical

School-Daluth MN
351 Falls* Institute of

AmeriebSouthfield MI
MS Lakewood Community

Oillege-Whise Rear Lake MN
106 RaKellese of Ds,iga.Ckico IL

153 MarketWOodustriel
altar assoc. awn)
DESCRIPTION OF PROGRAM:

Industrial markating programs male
MdMduals also madam in umsferriag
goods from manufactwen to wholesalers
and ihstributors.

Courses may Maude markains,
mammies, mlantanahip, eavnising,
daa processim, pardmaimg. and
=owe%

SCHOOLS OFFERING PROGRAM:
(Euro meow ileseapans. seems,
sad /or NW may NU far Sae adamals.)
ISO Mukha* k Technical

lassitute.lanesvilk
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of 1.4 derafron.

SCHOOLS-VOCATIONAL
302-304

MO RELIGIOUS AFFILIATION
304 No Maim affiliation
GODADMISSIONS INFORMATION
406 Special sees other Ha SAT or ACT

leaked
611 DEADLINES FOR FRESHMEN

varrnmo IN THE FALL
616 No hadlise
617 ACCREDITATION
411 Accreihsed by the Association of

bemoans Schools sM Collmes
633 FINANCIAL AIDS
037 School Wes Federal Coley WorL

hods Program
631 School Wm the Pell COM
611 Scisol alms SopMemestal

Matisse) °immensity Gram

GENERAL INFORMATION
Nonmatiale Comeseity College
Tvemyssr Coornesity Gime

MO School offers she Gestamsed Stoke:
Lean

foi I School often Nodes& Dan Bohai
Lem

1142 School offers PLUS Losa Program
443 School is spproved fat teals* of

vettrats. The 311
730 CALENDAR PLAN OF SCHOOL
732 Nona
U0 PLACEMENT SERVICE
1141 Piscemeas service offend
1190 TOTAL ENROU.MENT Of

SCHOOL
IN Taal sorMatem 10004109
910 LOCATION OF SCHOOL
914 Relies 4: La Crosse mil Eao Claire

Arm

916 Roland: Sipenor ad Nonlmest
Aso

PROGRAMS OF STUDY
140 DISTRIBUTIVE EDUCATION
145 Fashion Retails, (1.1f . D10104
170 OFFICE EDUCATION
172 Arrogates tt-m. Amer. Dem)
301 Adromistrative Am/Sommorial (3-yr.

Assoc. Dorn)
214 Composer Proaramesim
440 CONTINUINO EDUCATION POR

SKILL UPGRADING OR 3011
ENHANCEMENT

447 Illeasss & Mamgement
435 ElectreeicsTschaehlY

304 Nomad* Commity Colegel1hiS K w er44/14 4.*
likposisiton J of a saw(

lamodee:
9700 Fissees Ast. Eimedaptan. MN
33431
613-6304100

veleee SUMO Sheases (Peesidad by
Os Schwa

Nanamilisk Commosity College is a
statempporsid ammildty college sad
the Irma of Mmensta's II mimessiln
collets. It wells mote thee 6.000
modems. both I. thy sad mesh.
Forams. The school offms Me Ilm Imo
years of fee steam phasim to
complete a bachelor's 6eseet. Thom
modem complete she Metal am ham
seam regammeits sod the peemeior
neisinmems ossemery Se sate *sir
Mom yam of caw. Is sklition.
Norrasedale offers a ram of me or me
year camel pecerams hat are Miami to
provide practical minim sad job
placeless mon amplifies of the
program The A.A . A.A.S.. mod AS.
domes are inmeed.

Dade& Takao ad Foes, 1911443:
Foll-time melon is 51.101 pm year

Cosa s S34.30 pm awls .

Feeder Inforeiellos:
Fa Whew Isformass. otS er mite

she Admission OHM.

INSTITUTIONAL
CHARACTERISTICS

Oscivirom

lhof Off4 regyarlsp
614 School offends Poll 01114
639 School elfin hemlemsehl

lidocesisesi Opimetallift Gnu
MO Scheel offers dor Goommasd Seam

Lim
441 School offers Nsemel Dims Swim

Loan
642 School offers PLUS Lean Programs
60 School appromd foe Males of

merges. Tide 31
443 School Ohm Wrap Inelsos Lem

Pressen
646 Athletic misolorships mashie for

NMI
60 Athletic scholarships swab& kw

Neel
11500ppommitim avolloble for

oP
653 logien Sham

sohasllit
Asia. ma Pima

634 School offers Mionssoss Ildeamioasl
Recipmay Apromem

440 TRANSFER TO mum
EDUCATION PROGRAMS OR
SCHOOLS

461 Half er ems awe Balms mama
he Mau ethembio

6112 Haller aisee mosso madams
madam for Masi odecation

465 SPECIAL SERUMS FOE
PORIEGN STUDENTS

647 Gorses I. DOM as a hedge
Maw amilable

WO SPECIAL PROGRAMS AND
OPHONSPOR STUDY

6/1 O(f.apuseudp
673 lerispemlest mob ~sat smash&
673 lemma*
676 ShoenTerm mashes. or

csafetemes

S50 TYPE OF SCHOOL
331 Public
371 PROGRAM LEADS TO:
374 Anodes/ dam
SOO RELIGIOUS AFFILIATION
344 No ragas affilimiss
5115 RESIDENCE

Caellocadoes3
HI Majority of mem bay sommums

1101111111,111

4011 ADMISSIONS INFORMATION
401 No sest regeirad prior to
1105 TOEFL (TM Of EgglislifFor

Imagespe) Naha Ist losersat1
modems

KO Cm& may beam he
posimmedary kid mirk is high
wheal

WO Frahm, nialtable *ha Una In
fall

610Temisfei moan eimissible other
then is fall

611 DEADUNES FOR FRESHMEN
ENTERING IN THE FALL

613 Applicata' shoe Ames 1 Mule
MINIM yam

617 ACCREDITATION
619 Mao/me hy ths N4101Comoi

Aiss'ifCslu$Na41Sd.r,
Schools

631 Ammasd by the Naomi Lupe
hi MmHg's & ths has Dosed of
Nora.

633 Accrahod by Ma Ormaisse as
ADM Noah Edessise &
Acasastise MAMA)

635 FINANCIAL AIDS
616 Special skis soils* to makes of

muds deparsoonts*Mlyolm
411 School offers Meal COW wen

Study Prams.
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111 1 Interesciplianey or ineedepartmental
courses of study available

MO ASSESSMENT OF PRIOR
LEARNING

692 Departmoiol mans
SM CLIP (Cale Level nem helm.)
NS ACE (.eide weeks:ties of

eluorms eswerission la military)
700 SERVICES AVAILAILE
701 Formal esesseta seem
702 Thee asseasce seater kr

disademapelArmeapped
703 Study tells workshops
730 STUDENT AFFAIRS
721 Segues share la deceleamokiss ofVS fit ORM school paNdesrpagrenuowl vas 32 Suedes somenisse segelastlon

Mal vac "'19 CALENDAR PLAN OF SCHOOL

755
738 Sneers

available
sera Nee*

743 CAMPUS A
746 Bead

ES

747 Campus paMiesdans
bung stopeolses. ow)

70 Marimbas
749 Morel groups
730 Cultural whites (macans. Mays. art

abbe se.) available et crews
752 Deem
753 Drama
73$ Occupatimel dabs
865 HANINCAPPED SERVICES

AVAILABLE
866 Programs for beeriagMeaked
867 Pewees far deaf stokau
861 Program foe blmd students
IIM Ptogress fee mobilitpimpered

students
11170 No Nudes so acms to campus

buildiags for eadicappol (n
wheelchairs)

1110 PLACEMENT SERVICE
MI Placement service offered
815 SPONSORSHIP
1117 School not spoloored by won.

associsson. or company
MOTOTAL ENROLLMENT OF

SCHOOL

GENERAL INFORMATION
Ray Collese of Deugn
Prone Two.yesr Cobalt

Locales:
064 N Michipn Ave Cbicsort, IL 60611
312.2804300

SCHOOLS-VOCATIONAL
:4,34-306

895 Teel earollmett 300110,000
900 SIZE OF CITY IN WHICH

SCHOOL IS LOCATED
902 In medium slag city (30.000.250,000:
910 LOCATION OF SCHOOL
914 Region 4. La Crease aed Eau Oasre

Area
916 Ragan 6: Some" and Northwest

Area

PROGRAMS OF STIJDY
110 HEALTH OCCUPATIONS
M Distal Assiemat (1.w. Diploma)
47 Dem& Hypeaist I2-yr. Assoc Devoe)
74 Medical Maratiall (11r. Deloma)
78 Nursiag.Teenical. R N. (2-Yr Auer

Degree)
100 HOME ECONOMICS&

CONSUMER EDUCATION
I I I Deets Telmer ar. dime.

Degree)
140 DISTRISUTIVE EDUCATION
140 Hospitality Maaagemeal (211.

Asox. Dern)
147 Hotel/Mote Maseseisent f211

Assoc. Dorm)
1M Markedly 0-yr. Mee. Devoe)
16/ Defied', Eduessioa. Othet
195 Medical O(fice Mod-Mssagement

0-yr. Assoc. Degree)
303 Secretarial Sesace-Lsoal (2-yr.

Assoc. Dere)
301 Secrearial SeitsooMedial fhyr .

Assoc. Dere)
214 Compute Programme(
230 TRADE AND INDUSTRIAL

EDUCATION
263 Draftingewhaakel (1.)?. Pelona)
337 Police Seam (2-yr. Assoc Dewed
363 Technical EaginseringMechamcal

(2.x. Assoc. Degree)
316 Manufactures Easuwering

Technician (21r. Assoc Deane)
MO MISCELLANEOUS PROGRAMS
391 Celege Parallel
MO DEVELOPMENTAL EDUCATION
432 General Educelead Developenest

(GED)
440 CONTINUING EDUCATION FOR

306 Ray College of Design
Chicago

Wee Mimi Semple (Provided IN
Simi)

ded at 1116, Ray College of Deep
tneas spevalued programs prepares fel
employment I. the advertising, design.
end foams Wearies. Tlte escheats
Avesue Campus. located as 064 N
M prelim Ave offers an Associate

SNP UPGRADINO OR 3011
E CEMENT

441 Aco
442 Alhed Meth
447 busisses lk Namosateat
40 Memo & Office
449 Computer Techalden
452 Csua.sla.,A Social Swim
454 Educatim
4311/4mIth
461 Labor & Wastrel Remises
440 Rae Estate
474 Vassal & Perfuming Ana
473 Skill Upending se Mb isemensat.

Othe

ALTERNATIVE PROGRAMS
146 Hospitably memplimi

Ares. Degree)
147 Hotel/Mote Massament a-r.

Arm. Degree)
150 Mutates am. Arne. Dagred
167 Distribatior Eilmatiso. Other
214 Composer Pnigramming
331 Poet kisses alt. Amt. Deno

ATIILETICNNTRAMURAL
773 Sadmistos
774 Baseell
775 Basketball
776 Bowling
790 Cross Caney Mises
712 Feld Hockey
713 Foote!!
796 Handball
781 Ice Hake
792 Paddle Tees
723 Reweall
800 Soccer

Softball
506 Table Tees
807 Tolits
030

ATIILETICIANTERSCHOOL
823 Baseball
824 basketball
832 Football
833 Golf

Deane of Aped Selma IR eerier
Design, Cammuestion Design (ee
stajors in Illossancm DM" Athenian..
Phoiostnell. Meeting Dmen. or
Fashion lilvstratios). and fashion
Merchaadesse (with a what ia Fashion
thelay) TM Welland. CIMPIS Us

Schaumburg offers Asecese Dame
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PROGRAMS
615-630

1032 Purdue Usivenny Vest Lafayette
IN

616 American Indian Stadies

DUCRIPTION Of PROGRAM:
American laden gushes /forams

milore the luston society. .
culture. and economics of American
Indians.

COVRSES:
Courses may include moral Weal Ins

cosines. &Wyoming). American Indian
Woman ond literature. oconomics.
mostraphy . history music. political
science. sociology Hamer. sad drama.

SCHOOLS DIFFERING PROGRAM:
fEaset warm deardpdon. mums.
and/or dole min NM Ise Meet seilimis.1
546 Northland CollarAMMM
$U Augsburg Colkipe4MMINIPM MN
1110 Zemsdp SAM Usiversity-Ilembi MN
000 College Of St Seholastica-Duluth MN
034 St Olaf Coillege-Nonlifield MN
644 University of Minamoto-Twin Chits

617 Hispanic.American
Studies

DESCRIPTION OF PROGRAM:
Hispanic-American studies 'forams

esnote the Moon . tone%
culture. and eamonms of
Hispanu-Awancans.

COURSES:
Courses may include mama liberal arts

courses. anihropology. Spanish.
eomparattve Merman. ocononucs,
rottenly history. musk. petunia!
Immo. minim. theater. and drama

SCHOOLS OFFERING PROGRAM:
elm Promos tilsaMpeloo.
asid/or ism differ lor One
564 Unnesny of Wiscansin-M on
1134 Si Olaf Colliege-Noethneld N
1,44 University of Minnesota- in Cities
1032 Indiana University- ion IN

r
9h44/ 4A5 (exe4

from owipattibr5 1240
And 1250A en iht Stt A tieloh

,5tne. of-poiloot t.6
rieS

618 Jewish Studies

DESCRIPTION OF PROGRAM:
*rah studies ptomains explore the

history. sonny. politics. culture. and
economics of the Swills people

COURSU:
Courses may include moral Herat ans

courses. anthropolosy. Rehm language
and hienuire. econoiuiics. 110graphs.
lustOry. Mitt. minket science.
sociology. thaster.and Hama.

SCHOOUOITERING PROGRAM:
Haan peeves olmi. maim
antneet die soy Me, fee Hem NUNN)
564 University of WiscomM-Moduan
366 University of Watausiss-Manaukee
634 DePaal Uneasily-Chimp IL
170 Uolversity of Michigan-Am Arbor

MI
014 kasha. CollemSt Paul MN
1144 Usiversity of Mineesosa-Tms Cities
1032 WOWS UW.WWWW0Dwifiroll IN

619 Ethnic and Area Studies,
Otber

DESCRIPTION OF PROGRAM:
Thom ohmic aod area studies programs

mit discussed sluahitsa,, Mduded hem

SCHOOLSOIVERING PROGRAM:
(Liam swarm mums.
antlAte dee oft *Hee fee Hew aboals)

I6 Macaiester College-St Paul MN
WO St 011f Colllege-NonkfieM MN

630 Busisess and
Management

DUCIRIPTION OF PROGRAM:
gushiest and maamement prOrsait

siplOre disciples that prepare adividnals
for whims in plassaing. arganking.
direct*, aml comollina busiseu office
systems and procedwes.

SOIDOLSOITERING lemOGH4a6;
Cam pogrom deeedpelso, mums.
oodku elde may dIffee Me Om Wools.)

4304 Ahem College-Mikrantor
30$ Beloit College-Ileloit
$410 Cardinal St** Coome-Mdmeskee
51) Correll Collele-Wankeslm
514 Carthage Collage-Kemeha
516 COIKOrdia College-Mthranke
5111 Edommil College-Madlison
$24 takelsod Callse-ShibMan

3)0 Mama College-Fond du lac
332 Marinette Uurvenhy-Milemukee
3% Mulaaukee School of

Engineering-Milvraulut
$40 Mown Mary Collem-MilemMee
$42 Mann Sawn Colkge-Ladyemith
544 Nicolet College di Techaeloadcal

Institute-Ithinsimder
346 Maitland CoRelloAddmi
SU Ripon Collearltmoa
$30 Saint Nekton ColisS1-04 Pee
$32 Sam Lake CollegioNtenhomoc
334 Suattoo Collepe-Milwoultae
356 Usiveraity of Wimanneclati ChM
MO Wirer*, of Wimonelo-Cleolo Day
562 UnMnity of Wismaeln-La Crime
364 Unseen% of Wissemia-Modmon
316 Unicorn% of Wimmia-Milwarkee
566 University of WimansimOshkosh
370 University of

Wisconsio-PantellINItenoeha
372 University of Wiscamia-Platioville
$7. University of Wiscoaela-Ricee Falls
3% Univenity of Wmmoda-Stevons

Poise
VII Unreal% of

Wacomitilkom-Mmeatomie
$00 University of Vitacanns-Steperior
542 University of Wiemineia-Whismater
31e UW Comer-Ilaraboo

UW Center Ramo Comtp-Rke Lake
30$ UW Centet-Fond du Lac
300 UW Conser-Fon Valley-Mosaahs
5112 UW Coneer-Mmitorroc

CounipMaahovax
$04 UW Caster-Manthon

Coualy-Wousau
566 UW Comer-Marlonte
HS UW Comer-Manklield/Wood

County
400 UW Comer-Richland
402 UW Cemer-Rod Cosinty-MeeskIle
001 UW Cemer-Shaboysaa

Cosinfk-Sheboypn
406 UW Caten-WIIMMIlim

COVIKYWWI Iltwd
IOU UW Center-Woakesha

CoustrWaultento
410 Viterbo Calime-LaCieme
614 Wisconsin Leaman

College-Milemokoe
06 Concordia College-Rimer Forest IL
634 DePaul Univerity-COMMIO

Illmois Imitate Of
nolon-Odeap IL

472 Lake ForesiColletie-take Fenn
6% Loyale Uoivenity-Chicaso
Ms MuadelehiColMse-Chicoso
HS Nathan Minsk Uniminty-Deltalb

IL
706 Parks CaNese of St Louis

Uncenhy-Cabokia IL
710 Rockford Colles-Rockford
7)2 Usiveenty of

Illusois-UrboneChaimpolgn IL
WheatosCollem-Whastosi IL

9vcrthriA5
C4e

cut in
0.446Afi'm

+tgindlooK.
under
"Owls(PIS!'
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74$ Clarke CollegeDubuque IA
730 Coe College-Cedar Rapids
770 Lens College .Dukoque IA
772 Luther Cotlegelffeorah IA
716 Usivenin of DnIellbvp1Mmim IA
7$1 University of lavelot a Cey IA
792 Wanbuts Collese.Waverly IA
$20 GM I Lagneenag and Management

hatiusieffent MI
848 Miaow Stat. University-East

Lames. MI
ISO Michisan Technological

lisivenbelimmhtcla MI
8$4 Norther* Michigan

UsiversinNarquette MI
$34 Monks sad laminneNuiland MI
$70 University of Michigan-Ann arbor

MI
SU Avssburs Cuilese-Minnamolts MN

IllemidS State Uakenin-llemidsi MN
$92 lethal Collegefa Paul MN
111911 The College of St Cathense-St Paui

MN
100 Cake, of St S.haastics-Duhrth MN
902 Calm of Saint Teresa-Wises& MN
1104 Conine of Saint Thesnas-St Paul MN
908 Coarsens Coller-St Paul MN
912 Guiana Adolpkvs CollegeSt Peter

MN
914 Naming College* Paul MN
1116 Uscalmee, ColleseS. Paul MN
926 Mankeestem Cotlem-Rosevilk MN
932 Si Man's Collese-Winosa

Usinnity of Minnesota-Duluth
944 URI...nig of Minnesota-Twin Cities
946 Winos& Slate Unirtnin.Wmone MN
1032 Indiana UMVerthrIlloomIntian IN
1032 Purdue Usiversity-Wen Leanne

IN
1061 Liaise/sin of NOM Dame-Notre

dune IN

LV1 Business &Management,

IDESCRIPTIOS OF PROGRAM:
Rumness aad seneral manaseman

programs slum the processes of
purchasing. eIIin. and producing soods.
commodities and sets ices as sell as
mukluks of good organization which help
in nuns* a 'WS

COMES:
COMM WWI, may Melia* Ilecounlinll.

marLetias economics.
mangement. aad busmen orgasizations

SCHOOLS OFFERING PRO( LIM:
Nam peogram dew ipet... mann.
sad /st side sees differ I:. dim sebools
i1.4 AlYerso College-Mee auker

IMM.

$10 Cardinal Sued. CalleteNdwAi/ee
312 Carroll Collepeffaukeshe
$16 Conecadm Callege-Milsoulor
311 Idgerrood Colkge-Modison
$30 Munn Callese-Fand du Lac
$32 Marquette Univeniff-MtsalAct
$40 Mount Man Callepeffilwatikee
142 Mount SeaanoCoNelle-Ladylff1h
144 Northiaad ColleseAshlas I
54. Imes College-Ripon
$30 Saint Madan Giffeselk Pere
$32 StIver Lake C oc
114 Samna C se
ISO University of bantobersau Claire
160 Ushirsity of Wisamebeelmen Mo
562 Upends/ of Wiendiabula Crane

Uaivertity of leffelooda-Madison
NG Uwarsity of Wiwasin-Mileauka.
NI Gaiversity of WleassolmOdskosh
$72 Unwerse..7.. ffiseemsia-Platteville
$OO Ualversig o( teffsalasn.susgrigg
$82 University of liffarmasieWleiteraser
610 %who Callese-LaCesue
614 WYCOSSia Lutheran

Conepelddwarekee
636 Concordia Collese-River FINN IL
404 Illinois Imitate of

Technology-Chios* IL
672 Lake Fenn Collese-Lake Fenn
141 Musdelein College-Chicago
6111 %afters Naas University-131WD

IL
704 Parks Cotes. of St Louis

UM...nay-Cabala IL
748 Clarke Callemstaffuqwe IA
770 Lams Collepe-Duliuque IA
772 Lusher ColleseDecorah IA
766 University of DubunseDubuque IA
768 Universig of loss-lose Cm IA
ISO Mangan Techooksial

University-ffoullvoo MI
1111 Augsbun College-Minampolis MN
HO Bemidji State Ustvenstylletnidir MN
192 Mimi Cense& Paul MN
8911 TM CoIlege of S. Catherine-St PAW

MW
902 tallest of Seism Teresa Winona MN
901 College of Saint Theenasqa Paul MN
912 &maw Adolphat CelillySt Peter

MN
926 Manhunters Callese-Rosevele MN
932 St Mars 's College Wilsons
946 Weenie Stan Univenns -Winces MN
1032 Purdue Um. ersity-Wes Lafayette

IN

PROGRAMS
630-632

632 Accounting

ocsatintopi or PROGRAM:
Accountiss pessrams study the

sinnemles. penedunts. mil theory of
orsonlaiss. maistainias. araditisa
business activities.

COMES:
Ancountias majors ate mons hi

finance mod Iletalefiin g. assemancs, mad
IMONIRWRIPA Graduates may wish to $o
on to take Ore Certified Public
Accotimanet 1111111dosties

KNOW OPTSRING PROGRAM:
Maw perm domolodea. mems.
miter OM am MO. Se lamm selosb.)
512 Cavell CellsimMerk5M6
$14 Canbeir Calloge4Cmoole
$16 Cescoohs CM1561-6111savkm
515 bliewoml Callipe4Madioss
$26 Melted Collup4Mbeyoss
$32 Maoism Usivenisy4411umokte
MO Mount Mary Gallesa-Milesukse
142 Mourn Swede Gs11054adylaskh
556 Nonhlas6
550 kW Nsibmi Collsgz43/ Pore
$32 Slim Lake Wffoenic
$14 Stratton Collese
$34 University of WiannaM-Eau Claire
NO UsIversity of Witt aii:Anynk Bay
162 University of Wiammtats. Grew
564 University of Womaningilateara
MA University of WisaanskuMduarefte
361 Unimak of WisconaleGahltosh
$70 Uaiversity of

Waffeala.Moks1M4eamha
$72 Universig of Wiscomisosionnsig
174 Universig of Winans-River Falls
$76 of Wisconsia,le.veas

y60 shy of Wisconsia-Sullenoi
siff usinnity of Wimossis-Whiammer
610 Viterbo College-LaCtome
614 Wineasin Lutheran

ColleseMinsulise
638 Weal University-Chime, IL
Pt Loyola Wraiths-Chicago
1188 Mundeleis Collegeaticago
fa Northers Ohms Usiversig-Dekalli

IL
710 Rock ford ColleseRackfard IL
732 University ay

Illisols-UrbanieChempoisa IL
14e Clarke College-Dubullne IA
770 Low Coliege-Dubuque IA
772 Luther Calleseasconh IA
71. University of Duliaque-Diffuese IA
781 Unnersity of loselosa City IA
712 Worthies Coller.Wavnly IA

61616s66 Stem Uoimmhy-llou
lamiai MI

ISO Munson Technotostcal
Univeruly -Noughts. MI

65
69



titres a Milk', pri -atti
coil e. elE5c0frov,

ce4 fets
mow 650

&she% 4 ruory61.

GENERAL INFORMAT10%
Ali ono College
Prnme Mime

Stale;
In manna

Loentioa:
3401S 39th Street

...s1liiikaukee. In &MI5
414417.3100 1Tp

Siumeme) IsfoomMIsm
Tuition and Fees

in4Mle. 114361
Ositafaate 14.661

Roan and Road. $2,030
Fell Application Deadhne: 1 /1
Tests Remand for Adisnaion. ACT.

TOEFL
Amman* Median Scam of Escorial

Freshmen
ACT Composite. 1$

Peniestage of Freshmen fast Top Fifth
of Huh School Class.

Cause Stassas (Peraled
Me ScbMil

Alarm Colley is a plate t lkp
wanes slime specialties hula. arra
orientation vie ofkampu imemaips.
assessment of stalest /edam mob>
professionals. anemia after counseling
and lab facilities. Ia oddities to the focus
on cower comest. the college stresses
developmeat of abilities allowim for
prsoneread profasiorel pooh Tbe
mar and miser ons of study are
completed within a liberal arts curneulum
whieb altars for gnaw Reabolny.

Forage beformallost
For further informatiem. solo

(collect) Ow Praia of admission the
above address.

INSTITIMONAL
CPARACTERISTKS

10 LOCATION OF SCHOOL
12 Region 2: Milwaukee sad Sambas

Ares
70 SIZE OF CITY OR TOWN IN

WHICH COLLEGE IS LOCATED
72 Lowed 1.. lerr tag lover 300.010)

UNDERGRADUATE
ENROLLMENT

13 Bowles 1300.1,199
904111 same*
95 CONTROL

SCHOOLS-COLLEGE

504
504 Almelo College

Milwaokee

117 Privet. control
100 RELIGIOUS AFFILIATION
101 No shows affiliation
110 ADMISSION INFORMATION

ono to admission)
.14 ACT is required
115 Test a Ugh* as a fonign longtime

(TOEFL ) required foe latermesonal
Nadeau

111 Quahts4 modems ohnitsed after
completion of junior peer of hieh
school Party admission)

119 Of& may be granted for
collegolevel mat enmpk.se
H3.

120 Transfer credis gamed foe pevious
college work

122 Freshmen adieltied odor than ia the
fall

123 Tramfer modems admitted
134 Truster students admisted other then

lo the fall
125 Early decision plan available
126 Masson declaims made on e

rolling basis
130 College seeks geopaphcally diverse

student body
131 Colleen seeks ohmally diverse

maim boa)
134 APPLICATION DEADLINE (For

1. sheen emeriti. in the fall)
137 Beams Mny aad August 1 of the

par of entrame
140 CALENDAR PLAN OF THE

COLLEGE
141 Semester
145 Suwon, onion available
140 ACCREDI .T. (ION
161 Accredited by one of the COPA

repose, organisations
170 TYPE OF INSTITUTION
171 Liberal assailer
105 College also offers associate degrees
200 READENCI POLICIES
303 Ranier)& facilities for women

avails a amps
306 Reside% unarms allowed auto

Wow eampos
300 FINANCIAL AID
101 Offers Federal Coliege Woek.Studi

Program
302 Offers Pe1 dams)
30) Offers Supplememal Eduatimal

Oppertoshy Giants Psalm
304 Offers Federal Guaranteed Loan

Peesism
303 Offers Federal NatieselDOvet

Student Loia Program
306 Offers PLUS Loam PrOgram
310 Scholanhip fonds available

speed-sally for back medals

311 No ethic' be scholarships available for
men

354 Of i-caoltus emPloonent available
3151:Men Masai aid to American

Indian students
319 Other fearer:al aid available
320 ACADEMIC CHARACTERISTICS

OF THE STUDENT BODY
345 Median ACT Comp between 17.30
310 FRESHMEN ATTRITION
151 Cher SOW of heaseam semsed foe a

second par
355 FACULTY
356 More than 30% of the faculty PM

the decimate dame
357 More then 759. Ouse faculty bold

mason se dooms dune
MO SPECIAL PROGRAMS AND

OPTIONS FOR STUDY
341 Pre4liediCSI papaw
362 Prodiental prop=
363 Proles. program
305 Indepeodon mudy courses available
364 laterdiseiplimary or imerdeparsmatal

courses of study
34$ Pass/fail grade option
370 Remediel ot aura popams
379 Off IteMPIS study
311 ionisers
313 litmoships
314 Short term workshops or conferences
390 SERVICES AVAILABLE
391 Formal coussehas services
392 Foreign etudes' advisors
39$ Sark:11 for mobility MOW

students.
399 Installmoll Pen @nibble for

Pallwantsf hes
400 Career assistance enter for

diadvantagedismilicapped
402 Day cm Beam available
403 Health services nveitale
404 Study skills workehops
410 ASSESSMENT OF PRIOR

LEARNING
412 Departmental exams
414 CLIP (College Level Earn Program)
425 CAMPUS LIFE
426 Students share lo dedeisomaking
427 Cuhural activities available es

amps
421 Cultural activities available off

compel
435 REL 1GIOUS SERVICES
436 Protestant services available sa or

sear amps
437 Roman Catholic services available es

or UV campus
4311 Jewish soviets mailable on or near

campus
MO CAMPUS ACTIVITIES

66
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Philadelphia. Peony Mous 10102
Telephone 210 190 3100
Dunne el Ad:masons gdwatd I Rake. hI S
Telephone 110 NI 3174
Private talky establulwd 1170 as a coed institution
40% oI students Mom ow el sune. 0% hom out el counin

Is a smile co:fa liegie

rervearcveili-rie5se

NATIONAL-COLLEGE
1322

rit4
44; auAse,

frovA 0.4494
Aou,efinc,

CO) Philadelphia College of the
Performing Arts

173 Men
110 Women

Mal enrollment (includes med sod pan.umei 428
SAT It FAT It DASADMISSIONS

Illeimiesmento
Graduatton hem arcomery school "maned
ACT 101 lot modems nut normally edmissible
SAT ot ACT levant
Campus vim and interview secommeeded Ofkampus
~mew: held
Enuana autumn ',quitted clafl applicants
Adonusion mei be deigned
Application lee RN not mhonoloble

brio Mr Oradea Sanaa
Academe Secondmn school muted

MT or ACT acme
Clam yank
School's recommendation

Othet P11111011111 sleet or sham is emphaund
Clammy amd personality me imponant
Ewasnartenlar panicapeuest and
rograplucal dostrautsan an comodned

Adlosiolso Pwiceene
Noma! sequence

Take SAT or ACT by December 1 el Ifth year
Suggest Meg appRotion br March 1 el Ilds yew.

no deadlme
Nodhcauois el admission on Who. basis.
Candela, mum accept aRet and po $1110 tuition

*pow god VIM seem deport, both nonedusdable.
by May .1.

College has &say Demon home
Take tots by Onaber 1 of 12th you. Apply by

December 1 Apple:rant may apPlY NO Odin macro
College hes Erb Emmen and CANnrwent IstrIPINWRI

GAM' goes mot porecipase in College Rood Atkonceol
PlatIMMIII Proem College moms placement on basis el
rums an theory. musananshap piano. end English

Titmice modem admined so both sonesons: 10% ol all new
students were menden into all classes in hill INN

Eaperimee
Composition al student body 111110410)

Asian I%
black
Hopson SR
None American IR
White 73%

Average we ol underpolumos is 20

IINANaAL
Expimms

lemon (IMO) *MO pa year
Room 112.100
No meal plan
%mutat! Met tool DO
looks and personal earners (school's esdanatel

ROO so WO

fsmandal Aid
College partanpates in College load College Scholars)sip
Serie.. ACT Fanatical Asd Services. and uso PHEAA Rid
Ina offend 1*15501 undergradeaw end applIcents1111111413)
Scholarshap and mants

Reese hem 1200 to 111.100 pet year
Scholarships 'rents smahog MAO resold

(1104431
File TATITS bp March I; college aid application

demdline is on lollies basis
Notikettort el mods or, tellies bons
hoIGSEOG.collegeaidpnsusiscbsheshsps,

KW, college. and prime grants
Loans

Range Rom DSO io WOO pet nor
Loons granted so On ol WINIttlfidliate aid

applicants 111044151
Apphouen deadline as er.dieg hams
NDSL. PLUS. CAL: saw looms. Tuition Plan loc .

Aerinak Management Semite

ACADEMIC

Acendited by MSACS. psolessionally by National
Association of Schools of Music

lace*
Monona& Soft 12 lulliame. OD poptime

Dorton TOR Moons 70%
Illachelon SR Oahu 3%

Student4aculty rano I to I.

Ctwrindom
Drrees.me Mus.. F.A . RT.A in DIOR
Education
Reim elfin&

Acting
Dana

Ballet
.422
14odem

Dance Eckinstion
Dimling Wong and flown
Jam/Commercial Muse
Music Education
Musical Insoremenu
ilwarytCompoomon
Voice/Openo

General education requilements Dual arm pestilak
lodepleinit seedy PasOlail goding spook Imennimps.
Elementary and secoodery glucosic* vindication
Umdergradomm may sot mkt medusa mina Cosapuon
anon Linn 61 ISM. oilman sad ISO pensdacal
sublasputwo.

Aohask toporisce
10% al Ingham drop oui lor academic rooms.

I* Onboard House. Inc - Concoest, MA 01742

ailties
.1h js, Isloftlii?laszn
5ttron of Int
*olibooK. 0114 reed&
'wee ikesetge

es

72



1 114c4e 103 °eta A-V Polivistis
[CAREER RESOURCES) frIt-oRn be Ism CurnodurA

169-176
r wovtily

pan of ft process. sod shot wows wed
so deal with them composents without
Islets them personally. Ways to overcome
Plum uncomfortable in sepummg for
hmher pn we covered.

ORDERING INFORMATION:
Puce WS.

170 JOBS AND
EMPLOYMENT
OPPORTUNITIES

PUBUSNER/DISTRIOUTOR:
Cambndse Owl Camay
Mutt Edmiston Department
$U Sow* Avow
New Toth NY 10506

ItIESOURCE DESCRIPTION:
This senn includes S 11-atiaste color

video programs aod 10 esek.-t video tens
about life skills la the weld of work.
Some of the ISOM covered we: good and
bed job habits. how to get ememploymest
leserance. hoe to on in a 209 lluerrwa
obtaining job ustelem. legal ventedses for
discrimemon. how problem at work
affect the fainin. sod matchseg skills to
Mbs.

ORDERING INFORMATION:
The series mice is 61.070.00. ember

JAC323.

171 CAREER
EXPLORATION SERIES

PUBLISHER /DISTRIBVTOR:
anti Aids. Inc.
9130 Lytton An.. Dep. V14
Chsiuwoelh.CA 91311

RESOURCE DESatIPT1ON:
This color filmstrip and cameo series

presents 110 motional and
ithereofeseional wamations. each
despised log the U.S. Offke of
Education as offense high placement
oppemusides. These we apporseed
22 mew dusters for sign renews. mid
nth wpm indeles film minims of
the penal field sad Kw Mem se Inecific
jobs widen the field. hems Patton
sheen are provided for SWIM ohms nigh
systemise sheen for machen.

ORDERING INFORMATION:
The complre kit of 12 chews WNW

comprehessive guidetook sod other
helpful matenals foe 91.7111 90 (Number
AX.C1 ) Additionl and the pm of
spent, dusters is available

172 PACEMAKER
VOCATIONAL READERS

MUSH= (DISTRIBUTOR:
Career Aids. Icc
11930 bedew An.. Dep. V14
Chanson. CA 91311

RESOURCE DESCRIPnON:
These an weer oriented books for

modems lath severe remand destothues
Career opportunities in kr amperage
remnriog little or no Nadas skill. and
which special seeds medents have
dentaostrated the) on ft:NW to. are
Feinted. Sack mkt combines a high
InttfdS1 level (Fades 7-12) sad a Nadine
level below Fade 1 with photographs used
OWNS). Tape mama are also available
which cassis waed-forword trasseripts
of the animal espies about each
o ccupsdoo. Swam can folios die Mat
on each of Moe Mime MAL deveiwin
both speed and comprohnsioa.

ORDERING INTORMATION:
The sr of ma readers is 910910.

n umber PE 72627. The set of nader
conettes is 912 00. ember FE 72634

173 CAREERS
WITHOUT COLLEGE

PURUSHER /DISTRIBUTOR:
Carter Aids. lac
IMO Luthre Abe., Dept. VII
auspice*. CA 91311

RESOURCE DESCRIPTION:
nth Foram highhphis eight rewarding

segattosal fields which do nos rewire a
college dame. Each b segment muss
of two 30-mintne awn's. tat incribes
the job. Its dews. responsibilities. and
re% Ws: sad the tither craw deals wth
the sinned,. *ills, and wig* requeed
for that ponscular wide* The careers
anamined are paramedic (CXIM).
broadcast technicsan (CW1). mermary
(CX302). computer prograwow (CX.103).
bewician (CX.101). denial hyginiu
(CX101). assomosive mechanic taid00.
sad waprofasional seacker ICX107).
The casieses include lively. wilie-job*
imerviews en* actual width who

*scribe the jobs. how they PM them.
and the type of peoporation sod main
they received.

ORDERING INFORMATION:
Each program is II30.00 mid the enure

sales of 16 caseesen (CX WAP)is SIM OD

174 RESOURCES FOR
CAREER
DEVELOPMENT: AN
ANNOTATED
BIBLIOGRAPHY

PUBUSISER/DDITRIDUTOR:
Nina Career Resource Comer
1201 S. Oesealawa Ave.
Soo* Reed. IN MOD 09791

RESOURCE DESCRIP110N:
This documeat powou appeonhasteb

anotimed NW usegormed Wrings.
Included is this pubbseiss en par to
me of the bibliagrophy.
Conteni-M-A-Olawe duns. amicsated
references to primed medals emeet sod
shaidatitios. him sod meats wads. and
test inessmems. A meth' Mug or
publishers sod mums of come
development materials is abo inchided

ORDMING INFORMATION: ork,
Price per caw: UM I 'if

OfSt14 *riie-
a(er mane !

vitive aticr

deerairrovl

176 1 CAN BE
ANYTHING

Joyce S. Mitchell

PUBLISHER /DISTRISAJTOR:
The College Rood
SU Seventh Ave.
Nes York. NV 10019 11970)

RESOURCE DESCRIPTION:
This book dawribes swee then MO

careen for wow women mid isuodoces
the credal cootklmoloo .11 Me wile for
Nth and women. Sewn mimed 41011M001
MOM sash weer. Thw en: whin WI'
week is like. whal ethontiso is waled.
hos many wow we sow is the field.
what the Wades are NM. Awe pewees
for women. which colon award the ow
degrees to wawa. mid where to Moto
balm lorammtirm. Many photo. of
Moak workers Miswrote do ware bool.

69 7 3



-Philadelphia College of ihe reforming Arts (PO

Gaisa Pallidsolhakos Swan
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Appendix B
Wisconsin Developmental Guidance Model

The following I. a condensed review of.

the Wisconsin Developmental Guidance
Model. It shows the primary relationship be-
tween the Model aad the use of Labor Mao.
ket Information and related resources available
through WCIS and other sources identified in
this handbook. A complete Developmental
Guidance Model publication is mailable from the
Department of Public Instruction. Pbr purposes
of linking the Developmental Guidance Compe-
tency to labor market information, we have only
presented the career/vocational portions of the
model.

Developmental guidance, as a comprehen-
sive K-12 program, I. based on the belief that
all children in all schools should participate in
activities and instruction that will usist their
optimal personal/social, career/vocational, and
learning development. Developmental guidance
differs from school guidance as we know it to-
day in that it is a specific, preventive program.
It hu definite goals and objectives that use the
counselor's skills and training in the C1111,T00111
as an additional delivery point. It also involves
the entire school staff to reach all children, in
addition to those in difficulty or crisis.

Devekpmental guidance is based on the con-
cept that, as all children mature, they pass
through identifiable developmental stages that
are vital to thei t. growth as individuals. These
stages can be anticipated. Thus, guidance activ-
ities can facilitate healthy development of these
needs before they become problems. In this
manner, children will be equipped to successfully. deal with the process of personal/social develop-
ment, career/vocational development, and learn-
ing development as they mature.

This systematic approach, called Wiscon-
sin Developmental Guidance Model (WDGM) is
based on the work of Havighurst, Maslow, Er-
ickson, Piaget, and others. It recognises that
all pupils pau through specific developmental
stages as they mature. What happens or fails
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to happen to children/adolescents developmen-
tally will determine life-long attitudes toward
learning; assist or deter the acquisition ci skills,
the attainment of career goals, and the evolu-
tion of satisfactory attitudes toward self, society,
family, and career. Knowing this, school guid-
ance programs in Wisconsin must anticipate the
personal/social, career/vocational, and learning
needs of pupils. Them must be addressed at
each grade level and be structured to ensure
that these needs are met. Such an approach
stresses the prevention of problems by providing
students with age appropriate skills and informa-
tion thiough instraction, group interaction, and
individual counseling. All should be coordinated
through the guidance program.

Guidance as an articulated program is the
major responsibility of school counselors trained
to meet the developmental needs of the matur-
ing child. That training enables school coun-
selors to have the knowledge and skills necessary
to provide the unique service of counseling and
to facilitate the systematic delivery of a planned
program that will assist all pupils in their devel-
opment regardless of race, sex, exceptional edu-
cational needs, economic status, or sise and lo-
cation of school.
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Career/
Vocational

Delivery System
Parents
and
Community

Guidance
Program
Manager

1

Counselors
Teachers

Staff

Business
and
industry

Levels of Resource
Organization and

Management

Counselor
+

School Staff

Counselor

Counselor
+

Parents
+

School Staff
+

Community
+

Business/
Industry

Level I Level II Level III

How the WDGM Works

Major Developmental Areas. The WDGM
focuses on three major areas of student develop.
meat: Learnini, Personal/Social, and Career/
Vocational. These are the types of functional
life competencies each person must attain in
order to learn, achieve academic success, and
prepare for a satisfying and productive career
(see graphic at leit).

Developmental Student Competencies. Spe-
cific student competencies are listed under each
major developmental area. The competencies
represent basic skills each person should master
in order to deal effectively with daily life situa-
tions. The competencies are listed across age
and grade levels and are consistent with chil-
dren's general physical and intellectual capabiI-
ities at various stages.

Delivery System. The WDGM incorporates
counselors, parents, whoa staff, community
members, and businessfindustry/labor represen-
tatives into a guidance program delivery sys-
tem. The WDOM suggests that the school dis-
trict guidance program manager organize dis-
trict resources to address the greatest number of
student needs. Guidance program organization
and management strategies will be elaborated
upon throughout the WDGM.

Resource Organization and Management.
Research and experience suggest that develop-
mental guidance is more functional or less func-
tional as levels of resource organization and
management rise or fall. Programs in which the
counselor is the sole resource provider may be
limited. Guidance programs which involve a
variety of school staff as well as community/
business/labor/industry members are able to
more efficiently help students attain skills and
competencies. The key to a successful program
is organization and management of guidance
providers best suited to assist students in
achieving life skills and competencies. It is
important to note that the levels of resource
organization and management described in the
WDGM are cumulative.
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K-12 Developmental
Competencies

Developmental guidance is based on the pre-
mise that, as all children mature, they pass
through various developmental stages vital to
their growth. During these stages, specific kinds
of learning and development must occur to
ensure optimal prostyle.

The WDGM provides a developmentally
based delivery structure that spans the K-12
yeers and matches student competencies that

must be mutered with the delivery systems
most appropriate for age- or grade-level groups.
Elementary school children respond well to situ-
ations in which they Leant About and become
aware oli new things and ideas. They also need
opportunities to explore what they are learning
and to try out new things. Middle/junior high
school-aged children are ready for Understood-
tuf and experimentation as they continue to ab-
sorb new facts and ideas. High school students
need to Apply what they have previously learned
and to constantly move toward increased
understanding and additional knowledge.

Developmental Student Competencies

K-12
Learning

Competencies

K-12
Personal

and Social
Competencies

Learning About

K-12
Career and
Vocational

Competencies

73 77



Elementary School Student Competencies

-111111111111
Elementary

School
Understanding

Applying
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i Learning
Understand the school environment and
what is expected of students.
Understand strengths, abilities, and how to
learn most effectively.
Understand relationships among ability,
effort, and the quality of school achievement.
Understand how to mess learning needs
and where and when to seek help.
Understand the process of setting mean-
ingftd school achievement goals. }

Personal/Social
Exhibit conflict-resolution skills with adults
and peers.
Exhibit respect for individual freedoms and
rights of self and others.
Understand the consequences of actions for
self and others.
Understand the influence that physical,
emotional, and intellectual behaviors have
on one another.
Be aware of own emotional, physical, and
intellectual development.
Learn to couununicate with peers and adults
in various home, school, and community
settings.
Exhibit positive attitudes toward school,
family, and self.
Understand the concept of ongoing change in
school, horns, and community lives.
Understand and respect differences among
people's cultures, lifestyles, attitudes, and
abilities. }

Career/Vocational
Acquire knowledge about different occupa-
tions and changing male/female roles.
Become aware of personal interests and
preferences.
Learn how to cooperate and coexist with
other/ in work and play.
Understand what it means to work and how
school work relates to future plans.
Become aware of worlds beyond the immedi-
ate experience.
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Elementary School Career/Vocational Competencies
Sample activities are illustrative only. Each district can use local resources, materials, and ideas.

Competencies

Levels of Resource Organization
and Management

Counselors

Counselors
+

School Staff

Counselors
+

School Staff
+

Parents
+

Community
+

Busineu/Indlistry

Acquire knowl-
edge about dif-
forest occupa-
tion,and chant.
ing male/femak
roles.

Provide occupational
information to be used by
all teachers as a
classroom resource.

Coordinate efforts to have
a variety of people speak
to classes about their
nontraditional
occupations.

Provide mentorships for
students who are inter-
ested in specific
occupations.

Become aware
of personal inkr-
est* and
preferences.

Work with students who
have unusual vocational
or avocationsl interests
and discuss how they may
pursue them.

Do group work to enable
students to become com-
fortable with their voca-
tional interests and
lifestyle preferences.

Coordinate community
efforts that allow stu-
dents to pursue their
vocational interests
outside of school.

*Learn how to
cooperate and
coexist with
others in work
and play.

Provide individual coun-
seling to help students
solve specific relationship
conflicts.

Form a counselor and
teacher team for activi-
ties that will encourage
cooperation.

*Understand
what it means to
work and how
school work
relates to future
plans.

Team teach a unit on
careers and the world of .

work.

Carry out staff develop-
ment to promote coopera-
tion and not competition
as a school philosophy.

Develop career awareness
curriculum or philosophy '
that provides for ongoing
career education in the
classroom.

Coordinate relationships
among labor and industry
and school concerning
curriculum that
realistically meets the
needs of the individual
and society.

Become aware
of worlds beyond
the immediate
experience.

Work with individual
students to develop self-
awareness.

Teach activities to
enhance awareness of self
in relation to the rest of
the world.

Provide staff' inservice to
illustrate the need to be
aware of self in order to
relate well with others.

Level I Level II
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Middle/Junior High School Student Competencies

Middle/
Junior High

School

Learning
Develop Internal academic motivation.
Develop good study skills.
Develop a sense of the future and how to
move toward it.

L Understand strengths and abilities and how
to learn most effectively.
Exhibit problem-solving skills.

Learning About

APPlying

Personal/Social
Understand physical, emotional, and intel-
lectual growth and development
Develop self and sodal self-concept.
Understand and develop peer relationships.
Exhibit positive attitudes toward school,
fandly, and selL
Learn to communicate with parents..
Learn to cope with life's pressures, chal-
lenges, defeats, and successes.
Learn to deal with ongoing changes in per-
sonal and academic life. }

Career/Vocational
Understand dedsion-making skills.
Learn to cope with transition in school,
home, and community lives.
Become informed about alternative educa-
tional and vocational choices and prepara-
tion for them.
Relate personal interests to broad occupa-
tional areas.
Understand and use communication skills.
Learn human conflict management with
adults and peers.
Learn that sex-role stereotyping, bias, and
discrimination limit choices, opportunity,

\...2knd achievement. ./
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Middle/Junior High School Career/Vocational Competencies
Sample activities are illustratiue only. Each district can use local resources, materials, and ideas.

Levels of Resource Organization
and Management

Competencies
Counselors

Counselors

School Staff

Counselors

School Staff

Parents

Community

Business/Industry
Understand Work with students who
decision-making exhibit an inability to

make decisions.

Carry out decision-mak-
ing and problem-solving
activities for groups and
classes.

Provide staff develop-
ment on how decision
making can be incorpor-
ated into all curricular
areas.

Learn to cope
with transition
in school, home,
and community
lives.

Hold orientations to
familiarise students with
the expectations of the
new environment

Counsel students having
difficulty sutjusting to
new environments.

Have classroom discus-
sions on expectations in
new environments and
how to respond appropri-
ately.

Work with teachers, par-
ents, and others to assist
students in transition
periods.

Become in-
formed about al-
ternative educa-
tional and voca-
tional choices
and preparation
for them.

Provide occupational and
educational information
to all teachers.

Ensure that students
understand the impact of
eourse choices.

Coordinate efforts to have
guest speakers on various
occupational areas.

Coordinate community
resources to make all stu-
dents more fully aware of
vocational choices and
the education required for
them.

Relate personal
interests to broad
occupational

Administer interest
inventories to students to
acquaint them with their

areas. interests.

Provide discussions for
students on how interests
are related to occupation-
al choices.

Carry out staff develop-
ment activities on inter-
ests, occupational choices,
and career development.

Understand
and use commu-
nication skills.

Work with students hav-
ing difficulty communi-
cating with peers or
adults.

Teach comm.... :ation
skills.

Provide interpersonal
communication work-
shops.

Provide staff develop-
ment on requiring good
communication skills in
all subject-area classes.

Learn human Work with students who
conflict manage- are unable to resolve
ment with adults conflicts in an acceptable
andpeers. manner.

Do group work with stu-
dents to better under-
stand differences in indi-
vidual responses to
conflict.

Do staff development on
positive conflict resolu-
tion methods.

Learn that sex
role stereotyping,

Counsel with students
who are having difficulty

bias, and discri- making choices.
mination limit
Iwices, opportu-

nities, and
achievement.

Inform students and par-
ents about the career
opportunities open to
both sexes.

Promote a career day
featuring parents and
community members who
work in traditional and
nontraditional careers.

Level I: Level II
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High School Student Competencies

Learning
Understand one's own learning abilities and
how best to apply them.
Become informed about self through assess-
ment techniques.

r". Learn to set realistic goals and develop
strategies to reach them.
Understand the school curriculum and the
impact course selection will have on future
plans.
Understand the school environment and

...v_rlsat is expected. }
Personal/Social

Understand physical, emotional, and intel-
lectual growth and development.
Learn to cope with change and plan for the
future.
Learn human-conflict resolution skills with
adults and peers.
linden-and and appreciate one's own capa-
bilities and those of others.
Understand personal relationships and how
to establish an independent identity.
Take responsibility for personal decisions. 2

i Career/Vocational
Understand and develop decision-making
skills.
Understand the world of work and its expec-
tations for employment.
Become informed about educational/work
alternatives.
Understand continuous changes of male/
female roles and how this relates to career
choice.
Develop the interpersonal skills necessary
for harmony in the workplace.
Become informed about up-to-date employ-
ment opportunities :luring and alter high
school.
Form tentative career goals and strategies to
reach them.
Understand lifestyle preferences and relate

\....them to occupational interests.
_..-../
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High School Career/Vocational Cfmpetencies
Sample activities are illustrative only. Bach diatrict ;an use local resources, materials, and ideas.

Competencies

Levels of Resource Organization
and Management

Counselors

Understand
and develop deci-
sion-making
skills.

Counselors

ScAoot Staff

1CounAl individual stu Team t:r f h unit on deci-
dents experiencing dif- sion making and career
ficulty making decisions. choice.

Understaiid the
world of work
and its expecte-
dons for employ-
ment.

Provide materials on
occupations and post-
secondary institutions.

Team with business/
industry experts to teach
units on employment
expectations.

School Staff

Parents

Community

Business/Industry

Assist staff in incorporat-
ing decision-making
skills into the:r
curriculums.

Assist staff to Licorporate
world-of-work expecta-
tions such as ounctuality,
responsibility, and ac-
countability into the
classroom.

Become
informed about
educationallwork
alternatives.

Work with individual
students on postsecond-
ary educational and work
alternatives.

Hold group discussions of
educational and work
alternatives after high
school.

Provide staff develop-
ment on postsecondary
educational and work
aitArnati yes.

Encourage parent
involvement az 3tudents
explore educational and
work alternatives.

Understand
continuous
changes of male/
female roles and
how this relates
to career choice.

Develop the in-
terpersonal skills
necessary for
harmony in the
workplace.

Work with individual
students experiencing
difficulty with the chang-
ing roles of men and
wo11101.

Hold group discussions on
how the g:hanging roles of
males and females may
affect career oppor-
tunities.

Assist staff to gain under-
standing of how sociecal
attitudes impact on male/
female role development.

Counsel with students
displaying a lack of inter-
personal skills.

Do group work or team
teaching to discuss how
interpersonal skills ar
required for harmony in
the workplace.

Do staff development on
how interpersonal skills
are essential for all stu-
dents as they enter the
world of work.

Become
informed about
up-to-date
employment
opportunities
during and after
high school.

Make employment
opportunities and career
planning materials
available for student use.

Level I

Conduct groups to explore
various employment and
career opportunities.

Team teach units on
employment
opportunities.

Coordinate community
resources to give students
opportunities to learn of
numerous and varied
careers.

Provide mentorships for
students in areas they
wish to explore.

Level II
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High School Career/Vocational Competencies (continued)
Sample activities are illustrative only. Each district can use local resources, materials, and ideas.

Competer cies

Levels of Resource Organization
and Management

Counse ors

Counselors
+

School Staff

Counselors
+

School Staff
+

Parents
+

Commanity
+

Business/Industry

"Form tentative
career goals and
strategies to
reach them.

'Understand
lifestyle prefer-
ences and relate
them to occupa-
tional interests.

Assist all students to
choose classes that would
be required and/or benefi-
cial for their career
choices.

Work with individual stu-
dents to discuss occupa-
tional interests.

Administer and interpret
interest inventories for
students.

Level I

Do group work on goal
setting and strategies for
reaching goals.

Provide opportunities to
discuss lifestyles and var-
ious occupational inter-
ests with community
members.

,

Assist staff to develop
curriculum that will help
students set career goals
and strategies to reach
them.

Assist staff to incorporate
information on various
lifestyles and occupa-
t iinial interests into the
curriculum.

Level II
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Appendix C
Labor Market Terms

Labor Supply-People and Workers

Labor Supply. Includes au persons 16 years
and older fiat are potentially available to join
the work force.

Total Labar Force. Includes the civilian la-
bor force (see definition below) and members of
the Armed Forces stationed either in the United
States or abroad counted by their place of resi-
dence.

Labor Force Participation Rate. Comprised
of the proportion of the total civilian non-
institutional popelation or a demographic sub-
group, 16 years old and over, that is in the labor
force.

Not in The Labor Force. Includes all civil-
ian. 16 years old and over who are not classified
as employed or unemployed. This gr r.p consists
mainly of students, unsalaried homemakers, re-
tired workers, seasonal workers &ring sn 'or
season who are not looking for work, inmates in
institutions, disabled persons, and unpaid per-
sons working less than 15 hours a week in a fam-
ily business or farm.

Civilian Labor Force. Comprises the total of
all civilians, 16 year, old and over, classified as
employed or unemployed and looking for work.
The labor force counts one person to a job based
on the person's place of residence.

Experienced Civilian Labor Force. Includes
the employed and the experienced unemployed
that in, unemployed persons who have worked at
any time in the past.

Civilian Work Force. Made up of all civil-
ians, 16 years old and over, classified as employed
on a tolace-of-work basis plus unemployment on
a place-of-residence basis. The employment by
nlace-of-work in the civilian work force, as op-
posed to the civilian labor force, is not adjusted
for commuting in labor areas or for multiple job-
holding (moonlighting).

Total Unemployment. Comp. ;vs.: of the
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number of persons, 16 years old and over, on
a place-of-residence basis, who did not work at
all during the reference week which includes the
12th of the month, were looking for work snd
were available for work during the reference N:eek
except for temporary illness. Also included as
unemployed are those who did not work at all
during the survey week, were available for work,
and (a) were waiting to be called back to a job
I. om which they had been laid off or (b) were
waiting to report to a new wage or salary job
scheduled to start within the followLg 30 days.

Unemi -eyment Rate. Represents the num-
ber of etemplcyed as a pacont of the civiliaz
labor force (i.e., the sum of the employed and
the unemployed).

Seasonally Adjusted. Comprised of data that
has been statistically adjusted to remove the re-
curring seasonal pattern to better show the un-
derlying trend.

Underemployed. Describes persons working
full or part-time below their earning capacity or
level of competence. The terms underemploy-
ment and underutilised are used interchange-
ably. Underemployment has also been defined as
'involuntary part-time employment° (i.e., em-
plc-ment of a person on a part-time basis when
full time work is desired).

Discouraged Workers. Describes persons not
included in the unemployment count, who make
no active attempt to find a job becauae they
think none is available, or they believe they lack
the skills .siceuary to compete in the labor mar-
ket. Many discouraged workers are women and
teen-agers, but the number of male adult work-
ers typically increases during prolonged periods
of high employment.

Economically Disadvantaged Individual.
Describes an individual who is a member of a
family (1) which receives cash welfare payments,
or (2) which has a total annual income, in re-
lation to family sise and location, that does
not exceed the moot recently established poverty
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levels determined in accordance with criteria es-
tablished by the Office of Management and Bud-
get (OMB).

Quit. A quit is a termination of employment
initiated by the employee for any reason except
to retire, to transfer to another establishment of
the same firm, or for service in the Arnud Forces.

Layoff. A layoff is a suspension from pay status
lasting or expected to last more than seven con-
secutive calendar days, initiated by the employer
without prejudice to the worker.

Occupational Mobility. Describes the move-
ment of workers from one occupation to another.
At times, this term is used to refer to the will-
ingness or ability of workers to make this move.
Occupational mobility can simply be a change
in jobs because a worker wants to try something
new.

Upward Mobility. Describes the movement in
the work force toward jobs of higher socioeco-
nomic status. Higher education is the main force
behind upward mobility.

Career Ladder. Hentifies a path of 'upwa.4"
occupational mobility. It is a vertical progres-
sion from an entry-level position to a journey-
man level position usually within the same oc-
cupational classification.

Career Lattice. Identifies horizontal and/or
diagonal paths of occupational mobility leading
from the entry level. Most often these paths link
parallel paths of vertical or upward occupational
mobility. A horizontal path of oc.upational mo-
bility is often called a job transfe . while a di-
agonal path is often referred to ar a transfer-
promotional path. This 'lateral' mobility usu-
ally occurs within a occupational field (i.e., en-
gineering, accounting) but usually not the same
specific occupational clauification.

Geovaphh Mobility. Identifies the willing-
ness of people to move from one geographic area
to another to seek employment.

Labor Demand-Industries and
Jobs

Labor Demand. Describes the need of employ-
ers to hire workers to fill job openings caused by
growth or expansion of the firm or to replace
workers who have left the firm.

Expansion Demand. Describes new job open-
ings created by expansion or growth in a given
occupation or industry. (See Labor Demand and
Replacement Demand.)

Replacement Demand. Refers to the demand
for workers existing because employers need to
replace workers who die, retire, or leave their
jobs to migrate to different areas or transfer to
different occupations.

Entry Level Jobs. Jobs in which employers
will accept and hire workers for which no work
experience is required. Any job, even though
training and/or educational requirements may
be extensive, is considered entry level if no pre-
vious experience is required.

Training Level Jobs. Jobs where the employer
expects to provide on-the-job training to the
worker.

Job Vacancies. Defined as vacant jobs which
are immediately available for filling, and for
which the firm is actively trying to find or re-
cruit workers from outside the firm.

New Hire. A temporary or permanent additior,
to the employment roll of an establishment. This
includes those who have never before been em-
ployed by the itablishment or former employees
who were not recalled.

Recall. Permanent or temporary additions to
the employment roll of persons specifically re-
called to jobs in the same establishment of the
employer following a period of layoff lasting more
than seven consecutive days.

Occupational Shortage. Describes two labor
market situations, both of which are character-
ized by a chronic shortage of workers needed to
fill the available openings for an occupation. In
one case, there is a lack of qualified workers to
meet the demand. In the other, workers cannot
be attracted to fill job openings under offered
wages and working conditions.

Self-Employed Workers. Persons who work
for profits or fees in their own unincorporated
business, trade, or professional practice. Persons
working in their own incorporated business are
counted as wage and salary workers.

Current Employment Statistics (CES)
Program (BLS-790). A federal/state cooper-
ative program conducted by BLS in coopers,
tion with state employment security agencies.
It provides employment, hours, and earnings
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information on a national, state, and area ba-
sis in considerable industrial detail. Data is col-
lected monthly from a sample of 180,000 non-
farm establishments. From this data, over 2,600
separate published series are compiled nation-
wide each month. These contain data on non-
agricultural wage and salary employment, pro-
duction or non-supervisory worker employment,
the number of women employed, and average
weekly earnings. The monthly series are pub-
lished for the nation as a whole, each of the 50
states, D.C., and the major labor market r.reas
described in Employment and Earnings.

General Activity Terms

Industry. A generic term used in the compila-
tion economic statistics which indicates the
primary type of goods or services produced by
an establishment. Indutries are classified in
the Standard Industrial Classsfication Manual of
1972, according to three levels of industrial de-
tail.

Job Families. A group of jobs closely related
on the basis of similar job or worker characteris-
tics required for successful worker performance.
Examples of such characteristics are experience,
training and education, duties performed, tools,
machines, and other aids and materials used on
the job. The Dictionary of Occupational Ti-
tles, Third Edition, Volume II includes a Worker
Traits Arrangement. Jobs are categorised in 114
groups according to some combination of gen-
eral educational development, specific vocational
preparation, physical demands, and other worker
characteristics typically required for those jobs.

Projections. Estimates of future possibilities
1.ased on current trend(s).

Forecast. Anticipated eventualities stated in
terms of probability, not certainty.

Occupational Projections. Estimates of fu-
ture occupational employment based on current
trends and specified assumptions.

Labor Markets

Labor Area. Consists of a central city or cities
and the surrounding territory within commuting

distance. It is an economically integrated geo-
graphical unit within which workers may read-
ily change jobs without changing their place of
residence. Labor areas generally contain one or
more counties. Major labor areas usually in-
clude at least one central city with a population
of 50,000 or more. In most instances, boundaries
of major labor areas coincide with those of Stan-
dard Metroi litan Statistical Areas (SMSA's) as
determined by the Office of Management and
Budget (OMB) in consultation with a Federal in-
teragency committee. The area normally takes
the name of its central city or cities. In some
cases, the boundaries of the labor areas cross
state lines.

Standard Metropolitan Statistical Area
(SMSA). Defined as a county or group of coun-
ties containing at least one city with a population
of 50,000 or more, plus adjacent counties which
are metropolitan in character and are eronom-
ically and socially integrated with the central
city. There I. no limit to the number of counties
so long as all criteria are met. SMSA's may cross
state lines. Specific information on criteria for
qualification as an SMSA are contained in Ste s-
dard Metropolitan Statistical Areas 1975, Statis-
tical Policy Division, Office of Management and
Budget, Executive Office of the President.

Economic Indicators. Measurements of vari-
ous economic and business movements and ac-
tivities in a community, such as: employment,
unemployment, hours worked, income, savings,
volume of building permits, volume of sales, etc.,
whose fluctuations affect and may be used to de-
termine overall economic trends. The economic
time series can be segregated into leaders, lag-
gers, and coinciders in relation to movement in
aggregate economic activity.

Wages, Compensation and
Earnings

Income. The amount of dollar income received
from any of the following sources: (1) money
wages or salary; (2) net income from nonfarm
self-employment; (3) net income from farm self-
employment; (4) social security, veterans' pay-
ments, or other government or private pensions;
(5) interest (on bonds or savings), dividend', and
income from annuities, estates, or trusts; (6) net
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income from boarders or lodgers, or from rent-
ing property to others; (7) all other sources such
as unemployment benefits, public assistance, al-
imony, etc. The amounts received represent in-
come before deductions for personal taxes, social
security, bonds, etc.

Job Analysis. Job analysis is the process of de-
termining by observation, interview, study and
recording, pertinent information relating to the
nature of a specific job. It is the determination of
the tasks which comprise a job and of the traits
and skills required of the worker for successful
job performance.

84



Appendix D
Annotated Guide to Using Periodical

Labor Market Information Publications
Current information on the labor market is

something that cannot be provided in this hand-
book. The Wisconsin Career Information Sys-
tem provides annual updates of all information
contained in that rstem. To complement this
current source of information, four periodical
publications are available throughout the year.
Two of these sze: Wisconsin Economic Indica-
tors and Wisconsin Employment Picture, pub-
lished each month by the Wisconsin Department
of Intl .stry, Labor end HUM= Relations. These
two publications cover the Wisconsin economy
and the labor fcece in a summary fashion with
tables, charts, and graphs supported by narra-
tive. Both are available free upon request. Yor
copies, write the Department of Industry, Labor
and Human Relations, Box 7944, Madison, Will
consin 58707.
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Two additional publications, Monthly Labor
Review and Occupational Outlook Quarterly, are
produced by the U.S. Department of Labor, Bu-
reau of Labor Statistics. These are available
from the Government Printing Office, 517 South
Wisconsin Avenue, Room 190, Milwaukee, Wis-
consin 53403. The cost for Monthly Labor Re-
view is 824.00 per year and Occupational Outlook
Quarterly is $11.00 per year.

The following pages have been taken from
these four publications and annotated to provide
examples of the kind of information available and
how it might be used. Orly a few examples
can be shown hers. Each publication has ex-
tensive current ;uformation. These publications
will complemei he descriptive information and
data provided in the Wisconsin Career Informa-
tion System.

89



Examples from MONTHLY LABOR REVIEW

Chart 1. Employmont changes by major Industry division, fourth-quarter 19134-1985
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Chart 2. Employment in the service-producing and goods-producing sectors,
seasonally adjusted, 1945-35
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Examples from WISCONSIN'S EMPLOYMENT PICTURE
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Examples from WISCONSIN'S EMPLOYMENT PICTURE

WISCONSIN EMPLOYMENT PICTURE
LASOR FORCE AND EMPLOYMENT

Jcnucry 1985 August 1986
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EMPLOYMENT EXPANDED IN THE STATE
FOR THE SIXTH MONTH IN A ROW. BUT
CONTINUED LABOR FORCE GROWTH
SLOWED THE UNEMPLOYMENT DECLINE.

a

JAN IAR WW AA. SW MN ON 6W 161' JUL
nal MM AN AM CMT MM FE3 OR AN AM

BetereSoscimil.MINammt

UNEMPLOYMENT RATE COMPARISON
WISCONSIN & U.S.

July 1982 thru August 1986
MS

.t..

WISCONSIN'S JOBLESS RATE
CONTINUES TO MOVE LIME

J.s.
FROM EARLY 1985 ON; ABOVE
U.S. RATE AGAIN IN AU( 'ST.

Ilk
,

1282 1983 1984 Ion
Seasonally Adjusted

89

num

92

Graph shows 20 months of labor
market movement

Gap between labor force and
employment equals unemployment

Comments explain significant
observations

Four year comparison

Shows relative position of
Wisconsin's unemployment to
the nation's unemployment.



Examples from WISCONSIN ECONOMIC INDICATORS

CYCLICAL INDICATORS
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Cyclical indicators respond
to and/or reflect status of
the economy.

WISCONSIN EMPLOYMENT ESTIMATES

SWTDO1E1

(In Thousands) Pct. Chg.
Writ
Month

ontn
Ago

'ear
Ago

' ontn
Ago

Year
Ago

TOTAL NONFARM WAGE ANO SALARY WORKERS 2051.9 1031.4 2016.1 1.0 1.9
Unadjusted

Menufacturing 527.1 529.1 527.6 -0.4 -0.1
Mlning 3.0 3.0 2.7 0.0 11.1
Contract Construction 70.6 71.0 70.4 -0.6 0.3
Transportation and Public Utilities 96.4 93.0 96.0 3.7 0.4

Get.. Gas and Sanitary Sarvicas 17.7 17.9 17.3 -1.1 2.3
Wholesale Trade 98.4 99.0 98.6 -0.6 -0.2
Retail Trade 384.3 385.3 374.6 -0.1 2.7

General Mereandhle 46.9 46.8 47.0 0.2 -0.2
Friends, Insurance and Real Estate 109.3 110.2 104.9 -0.8 4.2

Stinking 28.8 29.0 28.3 -0.7 1.3
Insurance 36.4 36.5 34.2 -0.3 6.4

Service and Miscellaneous 436.0 437.5 422.1 -0.3 3.3
Hospitals 67.3 67.3 66.2 0 .0 1.7
Private Education 22.2 20.0 23.5 1.0 -5.5

Government 326.4 303.3 319.2 7.6 2.3
Slats Government 116.0 73.1 83.3 10.1 3.2
Local Government 212.3 196.7 208.0 7.9 2.1
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Examples of the charts and Information found In
OCCUPATIONAL OUTLOOK QUARTERLY

Chart 10.
When ensuing future job opportunities, both the rate of growth
and the number of new jobs need to be considered.
Po ecfect change in employment, 1982-95
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Chart 4.
Through the mid1990's, women will continue to account for more
than half of the growth in the labor form
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Chart 3.
Labor force growth will slow through the mid-1990's.
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The chart illustrates the point
that camparing percentages can
be misleading when one occupation
has significantly fewer employees
than the other.
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Example from OCCUPATIONAL OUTLOOK QUARTERLY

The World
of Work
Execedve, Adndaletradve, and Managerial Occupations

kimegsn and Adothistrasen

Bank officers and managers
H H 119 H

Health servkes managers
H H 147 H

Hotel managers and assistants
' H 21 M

School prindpals and =bunt prindpals
H L 12 II

Maneseuest %wort Otespadou

Accountants and auditors
H H 307 H

Construction and building inspectors
M L 4 M

Inspectors and compliance officers,
except construction H L 10 M

Personnel, training, and labor relations specialists
J . M 34 H

Purchasing agents
H M 36 H

Underwriters
H 1 H 17 H

Wholesale and retail buyers
I

M M 211 H
Engineers, Surveyors, and Architects

Architects
H H 2$ H

Surveyors
M M 6 M

Engineers

Aerospace engineert
H H 14 H

Chemical engineers
II H 13 H

Civil engineers
H H 46 H

Electrical and electronics engineers
H H 206 H

Industrial engineers
H H 37 H

Mechanical engineers
H H II H

Metallurgical, ceramics, and materials engineers
H H 4 H

Mining engineers
H L ' H

Nuclear engineers
H L 1 H

Petroleum engineers
H M 4 H

' Less than SOO.

Occupattonal Outlook Quarterly/Fall 1988
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